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The Best Possible 


Telephone Service 


at the Lowest Cost”’ 


Twenty-five years ago, on October 20, 1927 
the Bell System put into writing, for all the 
world to see, the basic principles for the 


management of the business 
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it particule “pion ces"  “HUTIDDEN EXPENSE” 
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Back to School 


Marilyn Frenct 


‘ Back to Ne 


“ p iblishe 
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Vould you pli 
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contact 


nforn 


anade 
nu, Wt 
M ROSKAN Rich 
ector of the Gradu 
Division Northwestern "niversity 


MeKinley Campus chicago, I. wou of gathering 
papers by hand ? 


« able to supp ) \ idditional 
nftormatior 


Telephone Calls 


» the Editor 
It would be 


send us what information you might : 
have available to help us put on a is an item of considerable expense too! Actually hundreds, and in 


Most companies recognize the annoyance and confusion created by 


ipy ated if vou wail 


hand collating of papers. However, few really realize the fact that it 


irive to cut telephone costs.-A some cases thouands of dollars are needlessly spent every year on 
Boston Massachusetts Subscriber this single operation. If any one of the scenes above take 
MR. TETRICK: I am afraid we have place in your company regularly or “only occa- 
ever given” toc much thought to sionally” you owe it to vourself to get 
cutting telephone costs; at any rate, full facets on how a Thomas 
we find nothing in our files of Dart- a Collator 
ell material on that problem 
Some companies attempt to reduce 
the use of the telephone for personal 
ills in the office by installing pay : Return the coupon 
phones and requiring all personal calls : today ... no obliga- 
be made at the pay station. Frankly tion, of course ! 
I doubt the wisdom of that practice 
[It certainly does not make for good 
employee relations. The saving is 
small, the irritation is tremendous 
Then, I know of companies that FREE a 
provide employees making long dis- Learn how to save Tl . @ {| 
tance calls with a meter which starts up to 70%. Check coupon 1oOwMAS ollators 
zoing at the beginning of a long dis for free colloting analysis 
tance call and runs for 3 minutes to sheet. Permits easy onaly 
sis of your paper gother 
ndicate the passage o {time. It saves ing costs 
running over the initial time period 
Generally speaking, however, we 
think businessmen lose money— prob- 


can help you save 
time, save dollars and 
increase efficiency. 
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fice s from coast to coast 


ably far more than they realize by THOMAS COLLATORS 

not encouraging employees to make 30 Church St., Dept. J, New York 7, New York 
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After all, ce t cations Is play 
in increasingly important role in 
lations. When you stop to 
think of it, what better or more eff 
cient method of communicating 
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embu 








Do you have a record jam on your hands? 


Get measured up for greater filing space in the same area, NOW! 
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H. E. Humphreys, Jr., United States 
Rubber Company president, re- 
ninds us that we once worked 1 day 
uut of every 23 to pay taxes. That 
was only 20 years ago. Then, 10 
vears later, we were working 1 day 
n 11. And now we work 1 day in 4 
to satisfy the Federal tax grabbers 
County, municipal, and state au- 
thorities are sitting up nights at 
tempting to think of new ways to 
tax us. We think every company 
suught to insert in each pay enve- 
lope, or attach to each pay check, a 
vood humored, but at the same time 
forcefully factual, report on just 
what share of our income we turn 
over to the various governmental 
bodies. Perhaps that might awaken 
the taxpayers to the fact that to 
preserve our country as we know 
it. there’s only one way for taxes to 
go-—and that’s down 


Hershey Chocolate Corporation 
joins hands with Durkee Famous 
Foods to stage a big promotion of 
a new recipe for making fudge in 
10 minutes without cooking. While 
we know nothing of the merits of 
this cookless plan for candy mak- 
ing, we believe that the idea of 
two aggressive corporations joining 
hands to promote and sell some- 
thing is an excellent, a progressive, 
and a sound idea. Manufacturers of 
textile products have inserted slips 
in packages for many years urging 
the purchasers to wash the product 
with Ivory Soap. We just can’t hap- 
pen to think of a better sales idea 
The possibilities of this joint pro- 
motion seem endless, and the won- 
der is that more companies do not 
oin hands to double or triple the 
effectiveness of their sales efforts by 
sensible alliances with related prod- 
ucts. Just think of the possibilities 

ham and eggs, coffee and dough- 
nuts, ice cream and cake, bread and 
butter, paper and ink, lumber and 
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paint, trains, planes 
theatres, and restauran 
just no limit to the po 
Come to think of it, we'd | 
some necktie manutac 

a slip in each tie telling us 
way to remove spaghetti 
egg stains, and gravies f1 
neckties we ruin with suct 
le products 


Philip B. Hoffman, vice c! 

of the board, Johnson & Johr 
famed surgical products manufac 
turers of New Brunswick, N. J., and 
other parts of the world, told a 
group of American Management 
Association members recently, “If 
you, as president of a corporatior 
find that a vice president is relu 
tant to make decisions, force hin 
to make them by being unavailable 
yourself.”” Mr. Hoffman admits that 
some poor decisions may result, and 
warns presidents not to be too criti 
cal when decisions are less than 100 
per cent successful. There's many 
an overworked president who could 
add several years to his life if he 
forced his vice presidents to shoul 
der more responsibility 


Montgomery Ward executivs 
continue to put on their hats anc 
walk out, or receive blue sli; 
which | signifies 


; 


their 
from the company payroll. The uy 
sets in the management staff which 
have occurred here would have 
wrecked many another company 
The fact that Ward's has survived 
and still continues to show a profit 
seems to be evidence of the tremer 


separatior 


dous value of customer good wil! 
which somebody built in days gone 
by. A good name and a good reputa 
tion with customers can survive 
many perils and obstacles. Never 
theless, it would be difficult to ay 
praise the damage to 
morale which has occurred at 


employee 


the past few years. The 
nanagement of the com 
have a lot of re 


iiring and rebuilding to do 


inv Is going to 


M. W. Glosserman, an amazingly 
successful Chevrolet dealer, learned 
something about letting other peo 
ple make decisions this summer. He 
took a 2-month vacation in Califor 
nia during July and August. “l 
learned two things,” he told the old 
editor One, that my business 
would go along just as well with 
me away; and two, that I have a 
pretty nice family, and it’s fun to 
spend more time with my wife and 
children.” The executive who learns 
this is dodging many a doctor bill in 
the future 


Dairy Industry, having only recent 
ly lost its age long fight against 
jleomargarine, is now waking up to 
the competition of a frozen dessert 
made from vegetable oils instead 
if dairy products. The idea started 
in the cottonseed belt of Texas 
about 3 years ago, but it was not 
intil this summer that the giants 
uch as Borden, National Dairy 
Beatrice Foods, and others began 
ffering this new frozen product 
It cannot be called ice cream. In 
some states it cannot be made in 
the same plants where ice cream is 
nanufactured. Sold for 19 to 25 
ents a pint, the product is attract 
ng many buyers who find ice cream 
rices too high for their budgets 
While it is both sweet and cold 
there the resemblance to real ice 
ream seems to end. But the people 
eem to like it, and once again the 
lairy industry meets a formidable 
competitor. It is worth keeping in 
mind that there is always the dan 
ger of an industry pricing itself 
into new competition, which is 
apparently what the dairy industry 
has done 
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Monroes Cut Statistical Figuring in Half! 


And very simply! On other calculators, Quality Control figures 
must be set twice. On a Monroe, only once! And here are other 


reasons Why Monroes are made for the statistician: 


1 Automatic squaring 4 Exclusive transfer saves many steps 

2 Item counter registers number of ralting summers 9 eny power 
multiplications Added capacity for securing a num- 

ber of results simultaneously 

3 Exclusive Series 3 dials show indi- 
vidual and accumulated percentages 6 No chance of error due to interrup- 
and factors in multiplication tions when handling long, compli- 

cated problems 
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Steel Users are | 
the possible end 
furing the first 
while some steel 
fabricators expect 
arry over int 
helieve that steel 
ontrolled material 
April first. A number 
fabricators have already 
rate and aggressive 
grams to begin the 


material shortages disay; 


‘Alphabetic’ Desks in “L 

V" and other shapes are perhaps 
the hottest items in the office fur 
niture business 
L” shaped unit, many office man 
agers are finding it possible to 
house workers in 60 instead of 80 
or 90 square feet. With movable 
partial-partitions, a considerable 
degree of privacy is achieved. Our 
investigations of installations of 
these new desks show a high degree 
of customer satisfaction, and in sev 
eral cases where we have checked 
trial installations have been fol 
lowed by bigger installations. Exec- 
utive desks in these shapes have 
been common for more than 15 
years, but it is only in the past 3 or 
1 years that the idea has spread to 
general offices 


today Using ar 


Rapid Reading is another big item 
of interest to executives these days 
The report we recently published 
about the success of rapid-reading 
courses in the headquarters of New 
York Mutual Life and other offices 
brought us more mail from readers 
than any other report, except one 
published so far in 1952. Most in 
portant discovery made by the stu 
dents of rapid reading is that re 
tention of facts gleaned from read 
ing is actually greater after speed 


is acquired 


Studebaker is celebrating 100 
vears of progress. The company was 
started in 1852 by Clement and 
Henry Studebaker in a South Bend 
blacksmith shop, where the first 
day's receipts were 25 cents for 
shoeing a horse. That same year 
the little shop built three wagons 
and sold two of them. John Stude 
baker, a younger brother, took the 
third wagon and joined a wagor 
train bound for the California gold 
fields. Some of the go'd nugget 
he brought back from the mines are 
still in the company’s possession 
Through the years the company has 
heen operated without labor difficul- 
ties, and apparently has one of the 
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thinking which goes wit! é " ut even their day seen 
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we paid $20 a week for 
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t home 
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But today, with salaries three time snd domino rooms 
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parlors 


plain good business to give her ‘ 


lf Housing Wanes, the building 
hest tools available. In a few weeks 


upply and building contracting 
ion wail — a 
er salary equals the « tne ndustry may find itself a new mar 
hest machines, furniture, and equip 
ment available, and it pays to equi 


et in remodeling and rebuilding 
the nation’s entire retail structure 
her so she can turn out the wort paper for a 
shopping-center constructior 
ogram for 1953. While some shoy 

whict 


Plans already on 

with the least possible fatigu sat 
fewest errors , 
ng centers were hastily 
Courthouse Squares 
end of the country to the otl er planning and trading-area sur 
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Ir an 
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The food stores have m« Sales Potential in 

blocks distant amazing when the nz 
adjacent. The furniture rati 
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The Bell & Howell work-simplification training program started right at the executive level with President Charlies 


Percy This is one of the early supervisory training groups 


and Frank Ryan is shown in the background (standing 


Work-Simplification Program Saves 
$61,000 in First Year 


By Wells Norris 


The First Conferences 


HEN the work-simplification 
program started at Bell & 


Howell ¢ pan I in Sep 
tt 


tember 1950, it began right at the 
op with President Charles Percy 
\ 3-day executive conference was 
onducted by Allan H. Mogensen 
vell-known consultant, at the Fir 
ind Feather Club near Elgin 
luding Mi 


Percy, participated in the course 


ind 30 top executives, inc 


The 3-day conference was 
tensive that one member sak 
vas hardly et 
on to make 
Previous t > course j ‘ir 
Feather club, Robert L. Chyr 
ing vice president 


irse In Work sin 


plification at Sea Island, Ga., and 
Frank Ryan, who has headed the 
work-simplification staff, took a 
6-weeks’ course in the same subject 
it Lake Placid, N.Y. Both courses 
were taught by Mr. Mogensen 

\ month after the 3-day confer 

e for top executives, the first 
students” started a 


week course for supervisory and 


group of 80 
technical personnel. The 80 mem 
bers were broken up into conference 
groups of 16 each, with Frank 
Ryan, who is also assistant director 
of operating services division at 
Bell & Howell, handling the train- 
ing for all groups. A total of 350 
supervisors have been trained so 


far, and there are about 120 left 


this picture is changing 
as men are promoted or make a 
hange 
In November 1951 
gan ) non-supervisory 
with 8O in the first class. The group 
units of 16 as 
with the original sessions, but this 


training be 
people 


was broken up int 


course lasted only 6 weeks. So far 
100 non-supervisory people have 
been trained, with about 1,900 t 
go. The picture here changes too 
ind it is not unusual for a non 
supervisory worker to finish the 
work-simplificatior if ther 
be promoted t supervisory 
level, and be scheduled start the 
longer course 

While one course is 17 weeks ar 
the other is only 6 weeks, both are 
held one day a week in 1'%5 hour 
time. Mr 


taken 


sessions—-on company 
Ryan's assistant has now 
wer the training of the supervisory 
personnel 

The ultimate g to provide 
training for all of | & Howell's 
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2,800 employees, and the total now 
trained or already in training num- 
bers 990, leaving approximately 
1,900 to take the course. The classes 
have a mingling of office and plant 
to promote company 


employees 
team spirit 

When 
work place impr« 
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With these two rotary units, a girl can sit in 


manuals with a resulting saving of 800 man-hours and 190 square feet of space 
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ing when handled in this manner 

Now with the specially-made 
coin-sorting device that was turned 
out by the full-time cabinet-maker 
on the work-simplification staff, an 
operator merely drops the coins 
through a trough, and they drop 
into the appropriate bin. Then it is 
a simple matter of counting the 
four groups 


Curved rack enables typist to col 
lect her material without even turning 


“The Old 


Wag 


The old arrangement in a sec- 
tion of the advertising department 
was similar to the old setup in 
central duplicating where pages 
were collected from tables. In this 
case, however, there were fewer 
pamphlets than there were pages 
in the sales manual, so large circular 
files would not solve the problem 
Operators gathered manuals to an- 
swer requests from Bell & Howell's 
national advertising program, and 
it naturally was important that the 
manuals be gathered quickly so that 
requests could be answered as soon 
as possible. 

The solution here, as shown in 
the accompanying picture, was a 
curved rack placed on a table right 
beside the typist, and she can now 
select material without even twist- 
ing around in her chair 

Another work-place improvement 
in the purchasing department is a 
Dictaphone, mounted on a rack, 
which slides back and forth along 
the wall on ball-bearings. Two men 
sit at facing desks alongside the 
wall, and they can easily use the 
same Dictaphone. There is no effort 
in pushing the machine over to the 
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other user, as there would be if it 
were sitting on one of the desks 
and had to be picked up and carried 
over to the other person every time 
it was to be put into operation 

Another improvement is in the 
accounts receivable section of one 
department, where typists had diffi 
culty in keeping their ledger cards 
and other forms separated as they 
should be. The improvement cor 
sists of a filing box that is attached 
to the typewriter stand. The cards 
and forms are now neatly filed 
the holder, and everything is right 
at the typist’'s fingertips 

A desk-top arrangement for in 
voice billers is another work-place 
improvement. A special unit has 
been made for these billers, and 
there is a place for everything 
even a prepositioning of rubber 
stamps so they will be easy to select 
without turning them upside dow: 
Before the new unit was made, i: 
voice billers’ desks were crowded 
with forms and rubber stamps, with 
no specific place for finished work 
There was confusion and resulting 
delays—all eliminated with the 
desk-top unit 

There are many other office im 
provements worked out by the 
work-simplification department, 
which include a square rotating 
book rack in the purchasing de 
partment, a film storage rack in the 
merchandising division, and a desk 
top rack open at both ends. With 
this open rack, papers can be re- 
moved without interrupting the 
work of the man at the desk 

As mentioned before, the 75 or so 
work-place improvements included 
some in the plant. For example, on 
the camera-assembly line, it was 
necessary for the operator to pass 
a sub-assembly from one side of the 
bench to the other. A conveyor was 
made to transfer the parts fron 
one side to the other, reducing the 
reach for the two operators by 20 
inches—-greatly aiding the opera- 
tors who had to reach 225 times 
during the day 

In another case, the operator or 
a machining line had a station 
which included four machines, one 
of which required the operator to 
stand on a box in order to do his 
job properly. A platform was built 
between the four machines, thus 
eliminating the fatiguing operation 
of getting up and down off the box 
445 times a day 

By combining two cperations in 
the plant, a savings of 804 man- 
hours was realized, handling be 
tween departments was eliminated 
and the cycle time for the projector 
part was shortened 


Previous to 


this work-place improvement, the 
projector part was milled, sent to 
hand fabricating for burring, and 
then on to the next operation. The 
milling operator had sufficient time 
to perform the burring operation 
during the power feed of the ma- 
chine, and the two operations were 
combined, thus producing the amaz- 
ing savings listed above 

Bell & Howell's work-simplifica- 
tion department was started as 
most others get started: The com- 
pany saw a need and went to work 
to meet it. Company officials heard 
about some of the accomplishments 
Steel, Du Pont, and 
companies that had 
such a program. Frank Ryan cor- 
responded with some of these com- 
panies and visited Swift and Com- 
pany, Chicago, and Webster-Elec- 
tric Company and Hamilton Beach 
Company, both in Racine, Wis 

Mr. Ryan then later took Mr: 
Mogensen's course in Georgia, and 
Robert Chyrchel had already taken 
the shorter course at Lake Placid 

To make sure information about 
work-place improvements was prop 
erly distributed, Bell & Howell dis- 
tributed a four-page printed paper, 
the “Green Light,” to supervisory 
personnel. In September this paper 
became an insert in the employee 
publication, The Finder, so that all 
workers would know exactly what 
was being accomplished in the way 
of work simplification 

The work-simplification program 
now in its third year at Bell & 
Howell, also supervises the com- 
pany’s suggestion system. Almost 
every improvement, whether in 
plant or office, results from either 
from an individual 
a solution developed 
conference, 


at Republic 
several other 


a suggestion 
employee or 
in a “problem-solving 
which is a regular part of the work- 
simplification training program for 
all employees 

The staff that has been respon- 
sible for more than 75 work place 
improvement includes seven full- 
time workers. Headed by Frank 
Ryan, the staff includes an assistant 
manager, a suggestion-system co- 
ordinator, a methods investigator 
who works with supervisory and 
technical personnel, a_ technician 
who spends full time on films that 
are used in work simplification 
projects, a man who works with 
non-supervisory personnel, a full- 
time cabinet maker, and the seventh 
member of the staff—a secretary 

It is with this staff and the co- 
yperation of all employees that Bell 
& Howell expects to save $159,000 
when the first 3 years of the work 
program are completed 


1] 
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Music in industry is not a new 
idea. The Norfolk and West- 
ern Railway band of Roa- 
noke, Va., for example, 
dates back almost 70 years, 
and there are others almost 
as old. These companies 
with music programs have 
found that employee mo- 
rale is high, and workaday 
tension is reduced. This story 
describes a few of the music 
programs and tells how a 
firm can go about setting up 
a similar program of its own 





MUSICAL COMEDIES Gilbert and Sullivan's ‘Pinafore’ is performed 
by Dow singers accompanied by orchestra 


How It Builds Morale indi 











By Paul Eastman 


largest 





group and string quartets followed 
The musical groups incl 
, 





der and an aid to pers ‘ dustrial music program, Dow's a ide ¢ 
iitment. It is so popular that tivity centet n a music building ployees fr il ce I ents 
1 ed youngsters from bought by the company for $4,000 Dow— chemists, truck-drivers, ste 
Midland chools almost invariably The former church building is used nographers coal-handlers and 
ipply for work at Dow so they car for some performances and for re many others 
t ire i nu their musical hearsals. There are choruses, the No admission charge is made fe 
vdult life well-known Dow Symphony Or the musical programs, but the au 
Harol Kendall, assista chestra, stru quartets, madrigal dience donates what hes. This 
von President Leland |. Doar f and brass and woodwind money amounts to about $3,400 a 
iid The endly response { the groups. Midland residents are in vear, and it goes into the Midland 
i tlone would make a mu ed to join the symphor ip Music Foundation tf encourage 
\ while bove » forn rroups musical educations, a rganizatior 
preate ‘ ere dined by ‘ The musical 1 s are under the that grew out of the Dow activities 
attituce ! 1 fual empl ot } fessional directic f Db rhe The fund thus ac quired Is used DY 
the ine eerful, the I ile lore \V bu 1, fe erl i 1 the board of directors to grant 
high i he <« pa t ite professor of isic at A scholarships to music students. In 
( eve Micl He | evera 1951, 14 youngsters ¢ ied their 
Dow 1 | ‘ has a i! Ww i with } private music le ns with the aid 
et a decid fa t The choruses and s phe of the fund, and 4 went to summer 
ise i awet i “ ‘ hestra are believed to be Midland’s music camps. Local schools are 
profe i ( whe t decide favorite form of entertainment helped too, with part payment 
etween big citv enticements and with a yearly audience of 20,000 made for music teachers in Midland 
Midland W 16.000) popula prem ple attending the concerts. The Co inty s 73 schools. The Founda- 
n. One { the NI ead ir oncert season included operas mu- tion has even arranged for the loar 
eons, Dr. Charles L. McCallum, is sical comedies, operettas, 20 con- of instruments to dividual stu- 
in arce love ind when ar certs, minstrel shows, oratorios, re dents who wish to play in the 
1 f “ loctor apy whe ! ils, and a spring festival school band or orchestra and who 
the ect of Midland, he Dow's ambitious music program are unable to purchase instruments 
ast We have a splendid musi began in 1936 when a group of em- While Dow's music program is 
| ul WT Dr. MeCal ployees proposed a small chorus. A termed the largest in industry, it is 
lu isly ent, othe part-time director was hired by the rather new compared to other old- 
usic lovers are nvinced that the company, and a piano was rented timers. For example, the Norfolk 
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ORCHESTRAS The Dow Symphony Orchestra makes an impressive appearance with the Male Chorus and the 


Girls’ Chorus. Group plays to ‘‘standing room only'’ audiences during Midland's seasonal concerts 


ustry 


and Western Railway band of Ro- 
anoke, Va., has been in continuous 
existence since 1883, and is believed 
to be the oldest industrial band in 
the country. Last year this band 
won first prize among 32 profes- 
sional and college bands during the 
Tobacco Festival in Richmond, an 
event which, over the period of a 
week, was attended by 175,000 
persons. Many members of the N 
and W band started their musical 
education as adults after joining 
the company. Ten of them have 
been with the band more than 25 
years 

Another old-timer is the Lukens 
Steel Company band of Coatesville, 
Pa., which was formed in 1911 
Company Vice President Charles 
Lukens Huston dug down into his 
own pocket to furnish funds for the 
band’s first instruments 

The Allis-Chalmers Manufactur- 
ing Company in Milwaukee, Wis., 
has had a band for 25 years, and its 
program probably surprised a few 
people, since employees were paid 
for taking an afternoon off once a 
week to play in the band. Interna- 
tional Business Machines Corpora- 
tion has for years fostered musical 
units of both the instrumental and 
choral variety. A 50-piece concert 
and marching band plays for many 
IBM social affairs and company 
meetings, and is balanced by the 
IBM dance orchestra 


Continued 1 page 
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BANDS Johnson Wax's 25-year-old band participates in almost all local 
celebrations, and performs nm other cities throughout Wisconsin 





CHORUSES An employee chorus at Western Electric entertains workers 
at a lunch-hour recess, accompanied by organist and pianist 





W.H. Reininga (right) and J. W. Porter, work analysts for United, measure off 625 square feet of office space which was 


saved in the company's Economic Controls Section through 


installation of the new, flexible Techniplan furniture 


Desk Units Save 625 Square Feet 
Of Floor Space at United 


Employees worked in a large open 
area, and even the supervisors had 





United Air Lines realized sav- 
ings of 625 square feet in 
one section, and there is an 
additional saving in another 
section where the same type 
of desk unit is in use. Also, 
the payroll department is go- 
ing to install the same units. 
The new-type desk arrange- 
ment, besides saving floor 
space, provides employees 
with more privacy and thus 


sets stage for more output 





NITED Air Lines recently saved 
U more than 625 square feet of 
floor space in its Economic Controls 
Section in Chicago through the use 
of new-type desks 

The section was formerly rather 
crowded, but the savings of 625 
square feet was accomplished even 
though four employees have been 
added to the section. There are iow 
55 working positions in Economic 
Controls 

The new desks are really more 
than desks alone; they are part of 
Techniplan, modular office furni- 
ture manufactured by The Globe- 
Wernicke Co., Cincinnati. Techni- 
plan consists, basically, of a desk top 
with center drawer, desk pedestal, 
auxiliary top, and end supports that 
are assembled into L-shaped units 
Partition panels in clear or frosted 
glass are added as desired 

United had something of a prob- 
lem in Economic Controls, in that 
the work is research and analytical 


no privacy. Distractions were nu- 
merous, and they naturally had an 
influence on the amount and accur- 
acy of work turned out by the de- 
partment. In addition to these prob- 
lems, four more employees were to 
be added—but the question was 
Where would the space come from” 

The new modular office furniture 
apparently was the answer, for now 
there is more room than is needed 
Too, the workers have plenty of 
privacy, for the section is broken 
up into various work areas. For 
example, in Organization Control 
there is a supervisor and three ana- 
lysts. The supervisor has a desk 
and small conference table in one 
area, and across the aisle are the 
analysts who have _ frosted-glass 
partitions on three sides, with the 
one side facing the supervisor open 
Other work areas are divided to 


Continued on page 
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The work in Economic Con 
trols Section requires a great 
deal of concentration, and 
the new modular furniture is 
ideally fitted for such work 
These pictures show how the 
new arrangement breaks up 
the section into small units 


Techniplan furniture in 
United's Sales Control is re- 
sponsible for the extra desk- 
top area and additional room 
for two employees. There are 
now four semi-private offices 
in sales control, but there 
were none before Techniplan 
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FORT MADISON 





lowa 


LOCATION in a small town in 


as influence on the low turnover 





PROFIT-SHARING plan 


262 per cent of salary 


gave each 


employee 


1033 Per Cent a Year 
Why Labor Turnover Is Low at Sheaffe 





With a labor turnover of only 3 per cent a year and with 
no unions representing any of its 1,800 employees, W. A. 
Sheaffer Pen Company is in somewhat of an enviable posi- 
tion. This story reveals the background of that position 





at the W A 
Fort 


cent 


hype MR turnove 
Sheaffer Per 
va 


el 
me 
is or 


ompany 

Madison, I ily 3 per 
i year, and there is no union repre 
enting any of the company’s 1,800 
en pl yees 

some people will be 
| that Sheaffer's location 
has much bearing on its low turn 
unions, and 


overlooked 


quick to 
oint out 
ver and absence of 
that factor can not be 
In the relatively small town of Fort 
Sheaffer is the biggest 
with the Santa Fe Rail 
Pont lagging much 
There is not the 


Madison 
employer 
road and Du 

further behind 
keen competition for 
such a town as there would natur 
although the 
nearby 


workers in 


illy be in a big city 
Army Ordnance plant in 
Burlington does offer Sheaffer some 
competition 


On the other location can 


hand 
only a portion 


labor rela- 


be given credit for 
of Sheaffer's excellent 
tions, for several other factors must 
] j 


be considered 


16 


Probably the most unusual factor 
in the labor-relations program is 
the Waspco council, through which 
Sheaffer employees are given a 
voice in management. This council 
is made up of people chosen by em- 
ployees of each department, and it 
with management at leas 
once a month. President Craig 
Sheaffer said that nothing about 
the company is withheld from this 


meets 


group, and members can ask any 
question they wish 

Any employee with a suggestior 
gripe, or question can contact the 
council member in his department 
and the sub jec t will be discussed by 
the council in closed session, then 
brought before management at a 
regular meeting if the council con- 
siders it important enough 

Council members are elected once 
a year by secret ballot, and several 
women are generally on the council 

Another reason why Sheaffer em- 
ployees apparently like their jobs is 
profit- 


because of the company’s 


employees 


WASPCO council gives 


at Sheaffer a voice in management 


Under this plan, en 
the profits 

year the 
per cent of 


haring plan 
ployees get a 
quarter, and last 


slice of 
every 
average share was 26!% 
each employee's total wages. There 
was a quarter in 1950 when 50 per 
although 


average was less than 


cent of wages was paid 
the yearly 
that 

Executives and department heads 
are included under the profit-shar- 
ing plan, but they also participate 
in a plan assigning a certain num- 
ber of fictitious shares of stock to 
each executive or department head 
When dividends are declared, these 
people receive dividends on their 
fictitious 

Sheaffer's profit-sharing plan was 
started in 1928, but it did not in 
clude all employees until 1934 
when an average of 4 per cent was 
paid 

Employees at 
nished with ideal recreational facil- 
ities—another reason for the com- 
pany’s low turnover rate. A three 
story employee club house is sup- 
plied for winter activities, con- 
taining a ballroom, two bowling 
alleys, snack bar, kitchen, men's 
and women's lounges, guest rooms, 
and modern shower rooms. For 
summer activities, there is a 43-acre 
employee recreation park which 
has a night-lighted softball field 
tennis courts, shelter houses, fire- 
places, and other picnic facilities 


shares 


Sheaffer are fur- 
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EMPLOYEES | PARK 


JOB RATING plan insures worker 
of the old rate if job is reclassified 


en Company 


There is also a new country clul 
at Fort Madison which is given 
some financial support by Sheaffer 
and provides additional activities at 
modest rates. The initiation fee is 
$100, and one Sheaffer executive 
said his dues would run less than 
$100 a year 

One policy which pleases Sheaffer 
employees is job rating. That is 
if the method of performing a job 
is simplified to the point where 
it should be classified to a lower- 
rated job, the employee will still 
continue to enjoy his old rate ever 
though the operation itself is re- 
duced to a lower rate 

Finally, two of the basic reasons 
for Sheaffer's pleasant employee- 
management relationship are wages 
and working conditions. Wages com- 
pare favorably with those in similar 
industries, and the company has 
always provided good surroundings 
for workers. Just recently these 
surroundings were even more im- 
proved with the addition of a $3 
million office and plant building that 
is air conditioned and “pressurized 
to reduce infiltration of heat, cold 
and dust through the windows 


OTHER FACTORS that hove a hand 
in reducing labor turnover at pen 
company are recreation park (top 
right), employee club house [in the 
middle picture), and new $3'% mil 
lion addition to company buildings 
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By Cameron McPherson 


HERE are two kind f boards main interest can be summed up in 
there is the ne word: Dividends 

Directors in this category look 
ipon any proposition which might 
iffect the dividend rate with a 


fishy eye. They are allergic to pro 


of directors. First 
hand-picked board, composed large 
ly of executives f the business 
which is actually a management 
committer Such a board usualls 
nent posals which are the least bit “iffy 





t thor wit 
when it « es te ions They want to jingle of the 
If you are able t a te cash register loudly and clearly 
i few of the top officers of the busi hefore they change from their ha 
t sell the ! t hbitual “NO” position to a grudg 
ffticeult ing “AYE.” To present a new idea 
It is the other type of board that to such a group calls for consider 
able skill, no small measure of tact 


es an executive a bad time. Here 
and a keen insight into what makes 


that kind of director tick —if indeed 
he ticks at all. Here are a few point 
ers that may help you in “selling” 


‘ oup of men elected by the 


stockholders to employ and super 


ise the management They come 
from all walks of life” retired cay 
italists, bankers, brokers, lawyers 

board of directors 

1. Have a Good Beginning. 


and specialists. Or they may be 


militant holders of large enough 


1 challenging idea to a show-me 





“Selling” Your Tdeas to the 
Goard of Directors 


skeptical men is to have a good be 
ginning and a good ending an 
keep them close together. What d 


we mean by a good beginning 
Well, for one thing 
idea from the standpoint of the 
needs of the business, rather thar 


present your 


something you thought of whict 
might make the business a pot of 
money 

Ir ther words, find the live 
nerve and use it as a peg on whict 
to hang your proposition. Now, you 
might say that since the aim of a 
business is to make money, “prof 
its’ is the live nerve that will win 
for you. But all business trans 
actions are supposedly profitable 
Generalizing on profits or clain 
ing extravagant earnings from you! 
idea is hardly the sure way 


to at 





blocks of stock to entitle them 1 \ good rule in presenting a busi tain vour first objective. It is a good 

representat the board. The ness proposition to any group of approach, but it needs sharpening 
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How can it be sharpened” Su} 
pose a competitive situation has 
developed recently that has re 
ceived the attention of the board 
The board members are fearful 

it this new competition might 
eventually undermine the leader 
ship of the company or that it 
might bring on a price war, or ne 
cessitate spending a lot of money 
for advertising or sales promotion 
Here is a live nerve 

Or, suppose the directors were 
orried about the company's tight 
ash position due to taxes and ris 
ng costs. Certainly you would wake 
up the board if you proposed t 
show how the working capital of 
the business could be increased 
without further borrowing fron 
the banks 

Every business has a problen 
that is giving the directors cor 
cern. By hitching 
! plan to that hot button vou 


your pronosal 
can be sure of a good beginning 
About the worst beginning vou car 
make is to e' 
have the idea accepted just hecause 
you think it is a good idea 


idence a desire t 


2. Submit a Packaged Program— 
Wrapped Up and Ready to Go 

It has been well said that litth 
plans lack the magic to stir men 
imagination. Every salesman knows 
that to be true. It is sometimes 
a carload 
than for a carton. Yet time after 
ime, executives who have an idea 
they wish t sell to the renvre 
sentatives of the stockholders make 
the mistake of presenting a bare 
idea, when they should present a 
program 

Unless you have fired the imag 


easier to get an order for 


ation and the enthusiasm of a 
group of owners, you won't get 
directors 
think in different terms than man 
agement. They are used to dealing 
with the larger aspects of the 
business. So paint your picture 
with bold strokes, and keep the 
stockholders right up in the fore- 
ground listening to the joyful tinkle 
of the cash register 


to first base. Remember 


3. Underscore the Key Points as You 
Go Along. 

Many excellent proposals to ex 
pand a business have been turned 
down because a few of the directors 
missed some of the points in the 
presentation. This is especially true 
when the presentation is entirely 
verbal. Older men dislike having to 
concentrate 

So if you must read your presen- 
tation, use a flip chart or an easel 
scratch pad to set down each im- 
portant point as you go along. Drive 
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Potuts to Remember 


Have a good beginning 
Submit a packaged progran 
wrapped up and ready to go 


Cite experiences of other com 
panies 
6. Respect the chain of command 
Underscore the key points as 7. Make it easy to test the plan 
you go along 8. Put it in writing 
Plug the ffy 


spots with facts. Also: Don't turm your back on 


audience 











each point home and cling t ake , Whi hat yproach may 
sure that the full board has ! rat on't impress 
picture of what y 
Don't let their minds 
the idea you are presentir 


directors very much 
want assurance that the idea 
will pay off. They 


problem they were thinking about vha ther companies have used a 


want to know 


before they came t t IY tir milar lea and what happened 
and which they 

with again as 

back to their *s. Find yt LY a\ ? mo O gall 
effect 


so lar as 


keep their mind 

you want them to dé 

1. Plug the “Iffy” Spots with Facts 
You are full of 

that million-dollar 


oncerned— than to 
ind buried 
it was just 
But don't expect ane, ou 
rectors te feel 

contrary, wh Respect the Chain of Command 

they will probably ’ inking of ng ves especially seen 
reasons why the idea is no goor j t : ve! e is full of per 
how the company could s dt ns who steal ideas. So they bypass 
tives 


money to better advantage 4 
tween them and the « irt of last 


supervisor or the exe 
tors are that way. So put y 
in the shoes of a hard-boiled write directly to the 
tor who is allergic to new ideas of rman » board of directors 
any kind List all the reasor t > ¢ Sometimes they 
against your idea, as well as rea re are if they do 
Skillfully dispose of * committe ol 


ed People 


sons for it 
each objection as you develop your ose 
presentation. Keep the objectior re that way 


out of the discussion if you possibl) There may be credit stealers wh« 
can, ild, if they could, take an idea 
Have all the facts and figure nd present it as their own, but 
Don't come before the board wi sually that sort of moron is soon 
half-baked ideas. Knov lé out and removed from au 
idea requires to it i opera It is a wise executive who 
tion -the 
capital investment involved, the 
erating cost and, of course, a 
sonable estimate of gain. Not just And it 
financial gain, but what the con gets very far without that support 
Make it Easy to Test the Plan 


One of the best ways t 


manpower needed, t r the cooperation of as many 


ials as possible, so that he will 


their support when needed 


s seldom indeed a new idea 


pany will gain in the way of more 7 
efficient 
competitive 
leadership in the 


operations strengthened 


position 


stronge 
iadientone e ipport of management for 
; . which requires board appro\ 

5. Cite the Experiences of Other show how the gamble can be re 
Companies. juced by a simple and inexpensive 

There are very few—-you might test. Management men have learned 
say no—new ideas in business. If the hard way that you cannot pre 
you dig deeply, you will probably idge the worth of a new idea. It 
find that at some time another con may go over with a bang and make 
pany faced with a similar problen the company a million dollars. But 
used a similar plan with good re it might prove to be a dud and cause 
sults. Now, of course, there is al the loss of a lot of money. While 
ways a temptation to present a: every businessman knows he has to 
idea as original and never before risk money to make money, and to 


used by any business so far as y: Continued on page 5¢ 
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How You Can 


IGHTING complaints are caused 
L by insufficient lignt, fixture 
that are too bright, light and dark 
surfaces that are too far out of 


brightness balance and designs 


that detract from the appearance of 
the office. Additional factors mig 
be cited, but these are the funda 
mental ones, and they are sufficie 
to identify office lighting troubles 
Recommended illumination levels 
are 30-50 foot-candles for the less 





severe tasks and 50-100 for the 


BAD: Fixtures are too bright, and full-exposed side panels add to the prob more demanding ones. Values with- 
¢ lem. Employee in foreground should not face the bright windows in the 50-100 foot-candle range are 


in widespread use, although mar 
obsolete systems providing 10-20 
foot-candles are allowed to rema 
in service 

A complaint of “too much light 

usually a signal of a quality de 
ficiency rather than an indicati 
of excessive quantity. The exce} 
tions are the occasional complaints 
from employees with certain types 
of visual defects. Lack of quality 
will generally cause them more dif 
ficulty than employees with more 
nearly normal vision. Until it is a 
cepted that recommended levels are 





conservative and less than opti- 
mum, and that lack of quality is 
the nearly exclusive cause of con 
plaints, lighting and seeing cond 
tions will continue to be planned 

upon false premise 
In the instance of shadows, a 
lack of light constitutes a quality 
deficiency. As an example, the si 
called “natural” reduction in quar 
Troffers (above) increase eye comfort. Perimeter lighting unit ot tity near the walls of a space make 
GOOD: wall (below) offsets falling off of illumination at edge of room it more difficult to work in these 
perimeter areas. Employees facing 





walls work in their own shadows 
and draftsmen find a marked shad- 
ow along straight edges parallel 
with the walls. These situations 
can be remedied by generating pro- 
portionately more light near tt 
walls than is done throughout the 
center of the office. Light-colored 
finishes on the walls also minimize 


the problem 





Wherever a shadow is encour 
tered, it represents a reduction 
light available for seeing, and a 
probable disturbance in the balance 
of the brightness pattern. The lat- 
ter is also dependent upon the re- 
flectances of the colors used for of 
fice forms, equipment surfaces, ar 
room finishes. A dark spot in the 


j 


office environment can be caused 
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Eliminate Lighting Complaints 


either by lack of light or 
in dark finishes 

The brightness pattern of the en- 
tire office is important. As the eyes 
are raised from the work, the 
room should contribute to relaxa- 
tion, not impose the stress of glare 
In passing, it is worth noting that 
seeing at distances within arm's 
reach tenses certain muscles in the 
eyes. These relax only when dis- 
tances are 10-20 feet or more. Close 
work without interruption is ex- 
tremely fatiguing 

Four factors are of essential im- 
portance in analyzing the causes of 
‘direct glare’’—-which should be 
eliminated. Obviously, bright fix- 
tures and a large number of them 
in the field of view are objection- 
able. The condition is aggravated 
by mounting the units low so that 
they come close to employees’ eyes 
The trend toward low ceiling 
heights is taking a toll of seeing 
comfort. Finally, fixtures will be 
less satisfactory if seen against a 
dark background which accentuates 
their brightness and makes them 
more obvious. Lighting is comfort- 
able or glaring depending upon the 
control exercised in selecting (1) 
the brightness of the lighting units 
or elements in the system; (2) their 
accumulated “visual” size; (3) 
their positions with respect to the 
line of sight which is seldom high- 
er than the horizontal; and (4) the 
relative brightness and balance of 
brightness of the rest of the work- 
ing-seeing environment 

Two types of comfort control are 
employed in office lighting systems 
One consists of shields or louvers 
which remove lamps from the em- 
ployees’ usual fields of view. In- 
creasing the size of the units or ele 
ments decreases their brightness 
and improves comfort, since bright- 
ness is a more potent factor than 
the area of brightness. Once the 
size of a system is increased to the 
full dimensions of the ceiling 
(hence called louverall), there is no 
further opportunity in this direc 
tion. However, lower-reflectance 
louver finishes are practicable 
since brightness is reduced more 
rapidly than efficiency. Even more 
effective is the introducton of re 
flectors which ‘“‘beam" the light 
through the louvers. This reduces 
brightness and generally increases 
efficiency 
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Almost all lighting complaints in an office can be traced 
to four fundamental factors. These factors are discussed in 
detail here, explaining what can be done to root out these 
causes. The article is the second in a series by R. L. Oetting 





By R. L. Oetting 


Lighting Specialist, Genera! Electr 
Company, Cleveland, Ohio 


luminous ceilings should be white 


In the second type of system, the 
colors reduce 


lamps are completely concealed and The use of other 
a secondary surface becomes the light reflection and represents a 
apparent source of light——the ceil economic waste 

ing in indirect systems, and the Large office areas utilize light 
transmitting panels in luminous more economically than small ones 
ceilings. For equal illumination, the The large offices, however, require 
direct-view brightness of this type more care in the selection of light 
of system tends to be higher thar 
with louverall. As levels of illumi the number of fixtures affects the 
comfort of the system. Similarly 


mounting units close to the work 
plane tends to increase the light but 
nterferes with seeing comfort. In 
ost fluorescent units 


ing equipment Since an increase in 


nation are increased, the ceiling: 
are subjected to more heat, and the 
introduction of shielding or pris 
matic control in the ceiling panels 
becomes necessary the case of m 

The ceilings for indirect systems the gain in light is far less than 
and the cavities above louverall and ( f ed wige 


Luminous-sided units of glass, plastic, or perforated metal (which these are) should 
be installed when rows of light ng are intermittently spaced and engthwise 
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He Made a Million 
At Old Game 





Lowell Wakefield goes fish- 
ing for Alaska king crab at 
the bottom of Bering Sea, 
and makes a fortune at it. 
Here's the story about his 
business and how it started 





EFORE 1 7, the 
tually 
all but lent 
iit Japanese Cal 
ted its exploitation 
did little to disturt 


whose habitat ex 

\leutian Island ees 

e Circle. and fror Lowell Wakefield heads Wakefield's Deep Sea Trawlers, Inc., which ha 
been amazingly sccessful in catching and merchandising the King Crat 





to Siberia, be 


that year however Lowell By Ruth Mulvey Harmer 
Wakefield embarked on the first of 
i series of voyage the culmina 
tion of a plan begun in 1941 wher 
Mr. Wakefield decided from a U.S ince before the Gold Rush. Lowell's launched one {f the first salmor 
(jovernment Fish and Wildlife sur father, who had been taught how t« packing plants in Alaska 
fish by a Lummi Indian chief, be Commercial fishing is big busi 
particular that he aban ness, and to hope to enter it, eve 
hunting. Wakefield had been a fi doned the trading post he had in a modest way, requires healthy 
miliar name in Alaskar “a food been running Orcas Island and capital investment. Besides this 

Lowell had to figure out a way to 
fish the sea-monster, process it, and 
popularize the unknown sea food 

Actually, his only real asset was 
the survey-provided knowledge of 
where to find the crabs: 2,000 miles 
away from the home port of Seat 
tle, deep in the Bering Sea 

He persuaded 126 people to be 
come stockholders in Wakefield's 
Deep Sea Trawlers, Inc. Their 
half-million-dollar investment was 
poured into the construction of a 
140-foot floating revolution: a boat 
which served as both trawler and 
fishing factory. Here was the an 
swer to the problem of processing 
the crabs as well as the fishing. De- 
signed by Wakefield, with the help 
of Naval Architects Coolidge, Hart 
and Brink, the Deep Sea boasts a 
hull like an ice-breaker, equipment 
hitherto unknown in Pacific opera- 
tions, a modern stainless-steel proc- 


Continued on page 40 


ey that the king crab was the 
sea-vold he had been came so proficient 


This 140-foot boat serves as both trawler and fishing factory, with proc 


essing plant, freezers, storage bin, radar, and hull like an ice breaker 
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Faster, Easier Filing in 


oo With Kack a-file 


Modern filing, made possible by Rock-a-File’s 
revolutionary side-opening compartments, is faster 
and more efficient because each compartment 
“rocks’’ open to make its entire contents instantly 
accessible. More than that, Rock-a-File actually Ae sche coool 9 
requires less floor space than old-fashioned drawer- . 4-comportment and 
type files! ' a 2 -comportment 
Rock-a-File compartments project less than eight 
inches when open, “rock’’ open and shut effort- 
lessly, and permit two or more persons to use the 
same file cabinet simultaneously. Alcoves, corri- 
dors, small corners and many other hitherto im- A 2-compartment Rock 
practical locations become ideal filing space with a _ " private office use 
Rock-a-File. ome 
° Or vser to r 
And Rock-a-File is safe, too... gravity center sues daniindes cae. 
remains always within the cabinet; no danger of 
toppling, even with lower compartments empty 


Rock-o Files in tiers 





choir 


+e 
> 
See your dealer or write for a descrip- asm For information, address Dept. A 
tive folder and name of nearest dealer 


today ... learn how Rock-a-File can ROCKWELL-BARNES COMPANY 


save filing time, costs and space in " ; 
your business. 35 East wong Drive + \Chicago 1, Ill. 
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Several factors combine to step up production and reduce fatigue in the big report-writing job at Delco Products 


nodern form design, carbon separator 


and a line-finding « 


{ 


evice. Two girls write more than 150,000 forms each year 


Working Half Days Only “Tuo Girls Write 


150,000 Receiving Reports Yearly 


ODERN equipment 


t, reduced time required 


ved accuracy in a ig 
in the receiving depart 
f Delco Products Div 
Motors Corporat 
my 


L50.000) Six 


lay brings between 900 » 600 it 


' Delco For 


' 


ng shipments 


each of these shipments there mus 


he a receiving report, t guide de 
ivery of the material of the correct 
lepartry t and to insure pre 


avment to suppliers 


Marginally punched, carbon-in 


terleaved continuous 
signed for easy typing are part of 
the reason for the high productivity 
if the two operators 

Two other devices, the line finder 
and the carbon separator, are effi 
cient in making the job easier and 
onsiderably more rapid than any 
previous method. An 


serts the six-part form into her 


operator in 


typewriter 


finder. Once she lines it up with the 


first line, she never has to look a 
her typewriter agalr 
As one report Is finished, a quict 
, 


pull n the line-finder 





equipped with the line 


attachment 


moves the next report form int 
exact position for writing the first 
line. There is considerable reductio 
of eye fatigue resulting from this 
plan, because the operator need 
look only at the papers from which 
she is copying. There is no need for 
inserting and jogging carbons, and 
the job of separating the six parts 
and the five carbon sheets is er 
tirely eliminated by the use of the 
separator. The separated 
copies of the forms are ready f 
distribution the moment they 
typed. Standard Register Compar 
produces the forms, the line finde: 


and carbon separator 


carbon 
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TECHNIPLAN Pays 25% 


TECHNIPLAN ENABLED « 
Insurance ¢ panv of Minn 


tional office 


THE LOCAL G/W DEALER showed hov 


PHONE OR WRITE \ 


Engineering Specialists in 
Office Equipment, Systems 
ond Visible Records 
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P(e 


FOR HARDWARE MUTUAL’ 


larger staff more comfortable, efficient in ‘outgrown’ office! 


Annually in Saved Rentals 


h Office of *Hardware Mut 
*] ' 


PRIVATE OR SEMI-PRIVATE 


WRITE TODAY to Giobe 
Wernicke, Dept. C0000, for this 
complete, informative Techni 
plan Catalog. Helps you pian 
Cincinnati 12, Ohie your office more efficiently 
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Cuts Duplication 





Chrysler Combines Record Keeping 








Chrysler has combined its record keeping for group insur- 
ance and pensions, eliminating much duplication. It is es- 
timated that from 4 to 10 more people would be required 
if the job were done manually instead of on tab machines 








By Dwight G. Baird 


t it Cnrysier Corpora I Ly 

I ed ¢ Inte t il 

j ‘ Machine equipment 

‘ ‘ ei nating a piea ta of 
+} 

( ler per pila rst 

wer effect in August 1950, and 


he punched-care ystem Was in 
stalled at that time. Minor changes 
\ made since then, but the 
system remains basically the same 
orporation employs approx 
nately 100,000 people 

ro maintain all of the necessary 
records, including group insurance 


¢ pension and group insurance de 





t carries upward of 425,000 
punched cards in its files 

These card records are kept cor 
stantly up to date by a group of 
just 14 persons, one of which is a 

Ipervisor 

Mechanical equipment 
three alpha-numerical key punches, 


includes 


two verifiers, two accounting ma- 
chines, one bill feed, two collators 
two reproducers, one interpretet 
three sorters, and one calculator 
Of course, the various plants have 
to furnish the necessary informa 
ion concerning their employees 
ind doing so entails considerable 


tice Work or n 


ir part. Then to 





three clerks in the central depart 


ment are required process re 
tirements, and some thers are ¢ 
ploved hi thie ! irance sect 


About 1,600 emplovees have retire 
n pension since e plar ecame 
effective 

Hospitalization ind grout i 
surance are combined with t 
sion plan, so far as office procedure 
is concerned, because they are in- 
timately connected with it and be 
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iuse doing s eliminates much 
flice work which otherwise would 


duplicate to a considerable extent 
the work done in this department 
rhe corporation contributes to both 
hospitalization and group life, sick- 


ness, and accident insurance for its 





employees, and 
who retire on pension receive life 
insurance certificates wi out cost 
to then 

One of the first tasks when the 
pension plan went into effect was 
to prepare pension records of those 
who were then approaching retire- 
ment. This was done by taking 
their employment records, totaling 


up their credited service data, and 
mailing a “verification of pension 
record” card to them for their veri- 
fication and signature. Cards were 
sent first to those 60 or more years 
old. The next group of cards to be 
sent out will be for the 55 to 60 
year age group. Then at the end 
of each year, when active cards are 
posted, those who are 55 years old 
will be sent verification cards 
When a plant hires a new em- 
ployee, it sends the pension and 
sup insurance department a re- 
rt of this 
g his insurance and hos- 
italization, if any. The tabulator 


active em 


together with data 


concernir 


I 
group then cuts an 
i which shows the em- 


ty No., nam 


lovee card 





ployee’s Social Secu 





pay group, plant 


file numbe department number 
imber, sex, p id 

re ed service m« 

ervice date, date of birth, and life 





nsurance status. When an active 
employee is separated, the date of 
separation and separation code are 
punched in the card 

Two group insurance cards are 
punched on an active employee if 
he has insurance, one going to the 


Continued on page 





Group insurance and pension records for Chrysler's 100,000 employees are kept 
up to date by the 14 employees, including a supervisor, in this tab department 
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Bracelets that cost the boss plenty 


She wasn’t really handcuffed, but it sure a simp vencil check says which. 
felt like it —the poor sysiem that kept One copy goes to Personnel and Pay 


> 


efficiency low and cost high! Re ‘ roll; one to Telephone Operator and 


How she got free keeping was disorganized infort Gate Office i third is held. It saves 8 


was lost. there couldn't be any teamws writings and about $1500 a year 


Then a Moore man was invited in Can vou use improvements like this? 
He looked at 9 separate forms that were Let a Moore man show you the widest 
causing confusion. In their place he range of forms available anywhere. 
designed a 3-part Manifold Book. It is He knows how to design the right busi 


used by 26 people for a dozen purposes larm for every form of business 


MOORE \> susmess ronns, me. 


Niagara Falls, N.Y De 4 and Canada 


LC Ww \ i 
instead of 9 systems. ..9 writings Sales Books for areoved = Cont Registe 


Every Business Operate yoewr te 


a 
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Is Inventory Insure 
Against Loss? 





Another in a series of articles on insurance by Mr. Belt, 
partner in the Chicago insurance counseling firm of Belt, 
Ricker and Richardson, this story explains how inventory 
coverage must be varied to meet all fluctuating conditions 





By Tower Belt 


NSURANCE requirements have 


a habit of changing with 
changes in the business 
One of the ever-present prob- 


lems is determining property val- 
ues for purchasing property dam- 
age insurance coverage against fire, 
extended coverage, and other in- 
surable perils that might apply 

We will consider, here, only how 
this would apply to the inventory 
or merchandise account 

Let's use charts to indicate the 
month to month variance in inver 
tory values to illustrate the prob 
lem that must be correctly solved 
by the person handling the detail 
in order to avoid the business’ suf- 
fering a crippling loss due to in- 
adequate protection at the time of 
the disastet 

In Chart I, we show figures for 
the same department from 
February 1947 to the present. It is 
most interesting and, among other 
things, indicates a rather uniform 
trend from year to year. 

In Chart II, the actual inventory 
of a larger department store is 
shown from 1949 to the present 
Here the fluctuations are much 
more significant, and the pattern 
from year to year many 
changes 

In Chart III, figures are avail- 
able for one year for a veneer mill; 
in Chart IV, the figures apply to 
a seed-buying, processing, and sell- 
ing business; and in Chart V, the 
fluctuations in the inventory of a 
wholesale grocer are indicated. 

It is to be assumed that the pru- 
dent businessman will attempt to 
provide sufficient insurance to cover 
any loss that could reasonably be 


store 


shows 


expected and yet avoid, if possible, 
the payment of premium for in- 
surance that will serve no purpose 

Basically there are three alterna- 
tives available 

First, specific amounts of insur- 
ance may be purchased without the 
inclusion of co-insurance or aver- 
age-clause warranties 

Second, specific insurance is 
available with the co-insurance or 
average clause warranty in the pol- 
icy contract. 

‘Third, the provisional or monthly 
reporting contract generally 
available 

The veneer manufacturer could 
have purchased a straight policy 
that would have served his purpose 
well from July until the next 
March; however, after that, he 
would have been paying excess pre- 
mium if he had failed to reduce 
his insurance to match the reduced 
values. 

Likewise, the department 
management, under Chart I, could 
have had reasonable protection un- 
der specific insurance during the 
year of 1947. 

Aside from these two examples, 
a specific form of cover of either 
of the varieties mentioned would 
have been grossly inadequate to 
meet the requirements 

For those who prefer to accept 
part of their risk, the insurance 
under a specific form without co- 
insurance is probably the most 
practical. 

Under it, the amount of insur- 
ance purchased will cover any loss 
up to that amount, and the policy- 
holder will only lose if the actual 


(Continued on page 30) 
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Short cut for short-handed offices 


oo 
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SERVING 


K* ILLOW the footsteps of businessmen everywhere who use Multigraph 
short cuts to eliminate wasted man-hours, expensive and inefficient 
paperwork routines. Paperwork procedures can become long and costly 
when office help is short and high priced. But not with Multigraph Methods 
on the job. In a single duplicating operation, blank paper becomes as few or 
as many sharp, clear originals as you wish of business records, instruction 
sheets, engineering drawings, catalogs and the like. Whether the record be 
typed, written or printed, drawings or photographs or any combination, 
Multigraph Methods will give you quick, accurate copies at amazingly 
low cost. Modern Multigraph machines fill every duplicating need. Call 
your local Multigraph office or write Addressograph-Multigraph Corpora 


tion, Cleveland 17, Ohio — Production Machines for Business Records 


Addressograph-Multiqraph 


Simplified Business Methods 





SMALL BUSINESS — BIG BUSINESS — EVERY BUSINESS 





if you have a 
SPIRIT 
DUPLICATOR- 


—and want more clear copies 


sharp, easy-to-read copies in quantities you hadn't 
thought practical—in your choice of five brilliant colors 
purple, red, green, blue and black — 


—with clean hands 


C Tolamalelaloh Mel tael'l i MeMal . Mal tielllial ilaield Itdele] | ale] 
5 edge-sea! virtually imprisons the carbon to 


tect hands and clothing 


—then you want CLEEN-SEAL. 


LEEN-SE master units d.spirit carbons are new 
el iiare| that seals in the 

ompletely and evenly by the 

TU slolaM oleh Mi lelaia (4 Stelle) ct} 


SA 8 DICK 


A. B. DICK COMPANY, Dept. as-1152-s 
5700 Touhy Avenue, Chicago 31, Illinois 


I'd like FREE samples of A. B. Dick CLEEN-SEAL master sets and 
your catalog of supplies for spirit duplicators 


NAME POSITION 
ORGANIZATION 

MAKE OF DUPLICATOR 

ADDRESS 


CITY 


Als is 

f $80,000 

irred in December. The insur- 

ance would pay the $80,000 and the 

policyholder would lose nothi 

But now, let us assume that the 

ss was $175,000. The policyhold- 

would collect $90,000 and stand 

he other $85,000; could the busi- 
ness survive W 

sured loss? 

Specific i 
surance credit t 
jection of cost per thousand; the 
penalty fe I : r 
withan ! 

The class of merchandise, the 
class of construction of the build- 
ing in which it is kept, the class 
of public protectior the presence 
of automatic sprinklers, and the 
geographical location contribute to 
the ultimate differential in cost 

As a very rough statement, there 
would be a penalty of perhaps from 
$4 to $5 per annum per thousand 
for insurance on merchandise of the 
department store class in a brick 
building not equipped with auto- 
matic sprinklers. In those buildings 
protected with automatic sprin- 
klers, the penalty will be greater 
by far on a percentage basis 

The businessman desires to hold 
his operating expenses to a min- 
imum and is tempted to use the 
co-insurance clause for this pur- 
pose, if for no other reason 

To the active insurance man, the 
explanation of the clause is simple 
but we have found that it always 
seems to appear complicated to 
those not in the business. Perhaps 
an explanation of the clause would 
be helpful 

Now let us go back to the seed 
example above. The terms of the 
80 per cent co-insurance clause re- 
quire the policyholder to carry in- 
surance equal to at least 80 per 
cent of the value of the property 
and, failing to do so, he is propor- 
tionately penalized in the event of 
a partial loss 

The values from Chart IV for 
December were $207,000; 80 per 
cent of this figure is $165,600. Un- 
der the agreement, the policyholder 
has obligated himself to provide 
$165,600 insurance. In_ practice 
there was $90,000 insurance in ef- 
fect, and the policyholder therefore 
has the fraction of $90,000 over 
$165,600, or 54.3 I nt, of the 


amount required nder these cir 
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Your decisions -faster-with KAROEX 


“Just one moment I'll give you the answer...” (and he 
knows his decision is going to be right, based on complete, 
accurate data) 

That's Kardex administrative “fact-power” in action 
and thousands of progressive companies, in every fie ld of 
commerce and industry, are profiting by it daily 

You, too, can profit through the finer yet firmer execu 
tive control Kardex can give you over sales, production 
inventory and other phases of your business. Kardex not 
only integrates and concentrates related facts for quick 
reference — it signals major items of information in con 
KARDLOK illustrated here with three overlapping 
record pockets selected from a typical Kardex record. 
Blisters formed in the signal mate with die-cuts in the 


venient, bar chart form. You can see inalyze 


| ' 
execute ill in a matter of seconds 


Now, moreover, you can profit by new Kardex develop 
ments such as Kardlok (see picture be low ind by the host 
of engineering improvements embodied in the new Kardex 


In pe rial equipment. See for yourself at the nearest Reming 


ton Rand Business Equipment Center r write tor tree 


folder KD 613 
Library 315 Fourth Ave New York 10 


Flemington Pland 


record card, permitting quicker, easier setting of signals 


Management Controls Reference 


caliper-accurate positioning of signals and positive 


locking of signal settines 
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Crank Shaft Bolt 
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r 
oe 


There’s real “PAY 


in modernizatio 


id management reg 
rations as a fixed st, as 


mecerns? We 


mpanies large an 


many epeat 


{ small 
espe ally its paper 


rable noney sav 


“"TOGRAPHIC PEGISTER COMPANY 
213 7th Street, Hoboken, New jersey 


| 
| 
| 
BUSINESS FORMS | 
| 
| 


Founded 1885 


dirt” today 


n of paper work 


forms often reveals opportunit 


effecting substantial economies 


Modernization 
i! 


f paper w 
brings « ateral savings 
fucing slow downs in 
ments. If i want to 
lirt nh economies 


paper work 


As a starter ipon below 
mentioning the kind { forms you 
would lke to improve, nature of bus 
ness, and office machines used. We 
tf typical 


samples from our F ns Library , 


will then make up a folder 


nt y problem 


AUTOGRAPHIC REGISTER COMPANY 


New Jersey 


"4 e 
Wew i like fo receiv 


POSITION 
COMPANY 
STREET 


cumstances, the insurance company 
would pay 54.3 per cent of the 
$80,000 $43,440; the in- 
sured would stand a loss of $36,560 
as a penalty for noncompliance 
with the co-insurance provisions 

The application of the co-insur- 
ance clause is such that it is dif- 
ficult to over-emphasize to the pur- 
chaser of insurance its possibility 
of severely penalizing the business 
in the settlement of a loss 

The fluctuations in Chart V of 
the wholesale grocer indicate two 
possibilities of heavy penalties 

The insurance manager could 
have adjusted his insurance in Feb- 
ruary on the basis of the inventory 
values of $322,500; 80 per cent co- 
insurance requirements would be 
$258,000, and he could well decide 
that a policy for $265,000 would 
provide ample margin of safety to 
meet the co-insurance  require- 
ments. Then, with the heavy up- 
turn in March inventory, a $200,- 
000 loss would produce these re- 
sults: With the March inventory of 
$410,000, the insured is obligated 
to provide 80 per cent, or $328,000 
Since there is only $265,000 in- 
surance in effect, this means that 
the insurance companies would only 
pay $161,600, or 80.8 per cent, the 
ratio of $265,000 to $328,000. The 
balance of $38,400 is the penalty. 

The reader can understand that 
often the 90 per cent or even the 
100 per cent co-insurance clauses 
are used; in other cases, the co-in- 
surance requirement is less than 80 
per cent. Regardless of the percent- 
age used, the same basic principles 
of adjustment apply as illustrated 
here; one merely arrives at the in- 
sured's obligation by multiplying 
the co-insurance percentage by the 
inventory at the time of the loss 

Under the provisional or monthly 
reporting contract, insurance is 
purchased with maximum limits 
presumed to be well above the an- 
ticipated peak value of the invento- 
ries during the year. 

For example, in our wholesale 
grocer case, the limit for the in- 
surance should have been $450,000 
or perhaps $500,000; for the veneer 
manufacturer, the limit should have 
been from $750,000 to $800,000; for 
the seed processor, the limit should 
have been, perhaps, $250,000; and 
for the department store, the limits 
should have been from $50,000 to 
$100,000 in excess of the peak val- 
ues in the respective years. 

The monthly reports of values 
are filed with the insurance com- 
pany, and at the end of the policy 
term, the premium is determined 
from the average values 


loss, or 
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How can you meet the rising costs of office work? 


HE PRODUCTIVITY of any group of 
i amehes ees depends on the human 
energy they apply to their work and 
the tools they are given to use 

The amount of human energy so 
spent can be influenced very slightly 
by management. 

Therefore, the answer to rising 
costs must be found in the use of 
better tools, better methods. better 
surroundings. These factors are under 
the control of management as evi- 
denced by the practices followed in 
our factories for many years 

It costs any company at least 
$3,000 a year per employ ee — for sal- 
ary, floor space and overhead —to 
operate its office. In an office of only 
10 employees, this means $300,000 
over a ten-year period. 

For only one or two percent of this 
fixed expense, you could outfit your 
office with the finest, most modern, 


6000 metal business 
furniture is a 
600D investment 


most efficient metal business furni- 
ture, plus the best in lighting and 
decorations. 


_ 


a 


©GF Co. 1952 1902 
FIFTY YEARS OF PROGRESS 


Foremost in Metal Business Furniture 


MODE-MAKER DESKS - GOODFORM ALUMINUM CHAIRS - METAI 
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FILING EQUIPMENT 


Yet experience shows that good 
metal business furniture alone, such 
as Goodform adjustable aluminum 
chairs, Super-Filer mechanized filing 
equipment, Mode-Maker and 1600 
Line desks can increase productivity 
anywhere from 10 per cent to several 
times that amount! 

In addition, the attractive and 
pleasant appearance of offices so 
equipped provide the intangible val- 
ues of improved e mployee morale 
and greater customer prestige 

Phe purchase of good metal busi- 
ness furniture should be decided upon 
—not on the basis of first cost —but 
on the basis of what it will do to 
bring a greater return on your fixed 
expense for salary, floor space, and 
overhead. 

Call vour local GF distributor 
today or write The General Fire- 
proofing Co., Dept. A-ll, Youngs- 
town 1, Ohio, and find out why Good 
Metal Business Furniture can be a 
Good Investment for your office 
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GF STEEL SHELVING 


Get the most 


out of your 


purchasing 


forms... 


/ 


THIS FREE BOOK SHOWS YOU HOW 


ase Requisition do you 


i 
sue a Purchase Or 


"} 
havea work 
e goods 


I hese many ques 


tions vou have to ” ri get g the 
g torn 


most out of your purchas is—ques 


tions involved of weighing 


the hundreds of details tovolved in design 


g hard working, tast operating purchas 
ing forms 


Here 


Encyclopedia can help you 


s where the Uarco Purchasing 
This book, the 


result of years of research, clearly presents 


the function, use and design of 9 sigothcant 


Purchasing Forms lhere's a section 


devoted to each form with full discussion 
of details of design, operation and distribu 
tion of copres—well illustrated for quick 


reference and tull understanding 


It you are responsible for the purchasing 


procedure in your organization, send for 


your Uarco Focyclopedia today. It wall 


help you check up and see if your Pur 


chasing forms are doing a complete job. 


Factorres. Chicago 
Cleveland, Oakland; 
Deep River, ( onnecticut; 
Watseka, Hiinors 
Representatives mall 
Premcspal cities 


LARCO 


wc OerOearee 


Sales 


Business Forms 


Write or pin this coupon to 
your lette: head aad ma! tor 
your FREE copy 


S-— | 


UARCO INCORPORATED 
Roomt62t.14tW lackson Blvd 
(Chuago 4, Hlinors 


arco’s Encyclo- 
s for purchasing 


Please send me tree copy of I 


pedia of Business For 


Better Customer Service Given 
With New Dictating System 


This article is another in a series The Solution: 


Wax cyl 


of case studies, showing how 


. . ‘ were replaced wit 
severa! companies have im- tating-re: 


proved service to customers 
through better office systems. 
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clerks because of the pressure step-— transcribing 


other duties, while stenog 
dispatch 


of their provides a steady work 


s and val 
extra 


lispatch 


who ype and eliminates work -load pez 


as well as the nee or 
help. It also speeded up the 
of telegrams 

Also, trace clerks no longer have 
to change cylinders and insert cor- 
rection slips on dictating instru- 
ments. The problem has 


the leys 
inquiries were 
intervals thro 
tated cylinders from all 
would converge on the stenogra- 
phers, work-load peaks 
causing further delay and overtime 


telegram relating 0 
\ for work. At 
ighout the day, di 
dictators 


creating 
storage 


When a trace clerk receives an inquiry, he dictates the telegram into his 


hand set. and it will be transcribed almost immediately by a stenographer 
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AMERICAN BUSINESS 
ACCLAIMS THE NEW 
APECO AUTO-STAT 


In industry 


Mr. G. H. Reimers, 


“Scores of times daily in our pro- 
motion of P—A— X business tele- 
phone systems, we must make 
copies of orders, letters and other 
documents for our branch offices. 
Apeco Auto-Stat does this for us, 
in seconds; saves time and avoids 
transcribing errors.’ 


In Insurance 
Mr. Leo B. Menner, 


“Since the installation of the 
Apeco Auto-Stat machine in our 
office, we have experienced an in- 
crease in efficiency due to its op- 
eration. We have found that the 
Auto-Stat is economical to oper- 
ate and are pleased to say that 
the results achieved are highly 
satisfactory.”’ 


In Transportation 
Mr. W. Stanhews, 

executive vice-president, 
Spector Motor Service, Inc. 


“We are constantly looking for 
means to increase the speed of our 
service. To do this, we must have 
fast, accurate handling of our 
paper work. We are happy that in 
the Apeco Auto-Stat we at last 
found an easy quick method of 
making photocopies of the many 
paper forms demanded in the 
trucking business.” 


In Law S 
te, Sate 5. Soke, 


NEW office copying discovery... 


Revolutionary n 


apeco /[ tt 


New, low-cost machine makes photo-exact 
copies direct from original letters, forms, 
bids, contracts, invoices, reports, blueprints. 
Here is the first major advancement in office copying 
in the last 15 years. Can save you up to 80% 





» on your 
copying jobs! Eliminate costly retyping, hand copy- 
ing, checking or sending outside for expensive copy- 
ing service. The Auto-Stat is the first low-cost machine 
that makes error-proof, legally-accepted, black-and- 
white photo-like copies—WITHOUT SLOW, MESSY 
DEVELOPING, FIXING, WASHING OR DRYING. It's 
fost—only 2 simple steps instead of 12 required by 
old methods. Makes prints instantly from any originals 
up to 11 x 17 inches—whether printed on one or two 
sides. Requires no dark room—and any inexperi- 
enced clerk con operate it! 


So low cost! So compact! 
Fits on the corner of a desk or table and is priced 
within the budget of even the smallest firm. It's 
portable—just plug in any ouvtlet—and the Avto-Stat 
is ready for instant operation. 


“HAVE YOU READ THIS NEW BOOK? 


Finished 
Copies Feed 


COPIES PEEL APART! 


Copies feed out automati 
cally then you just peel 
copies apart; that's oll there 
All Electric! Fully 
automatic! 

No developing 

No washing 

No fixing 

No drying 

No trays 

No dark room 


is to it 


it’s FREE! 


Here is a really informative, worthwhile, factual report on 


an important new copying development. New |12-poge 
booklet pictures and tells complete Auto Stot story — 
shows how you can use this revolutionary new photo- 
copy method 


oa 
ont W. LaSalle St. 


“Since we have had a new Apeco 
Auto-Stat, confidential papers 
never need to leave my office for 
photocopying. My secretary now 
quickly makes all the legally ac- 

tabl we need right 
at her own desk. We have found 
the Auto-Stat to be one of our wis- 
est money-saving investments.” 


} American Photocopy Equipment Co. 
. 2851 North Clark Street, Chicago 14, Ill 


FREE copy 
with full details 


1 Please Rush me — without obligation 





lof your new book on Auto-Stot 
ton this new photocopy method 


§ Nome____ 


business methods experts! 
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the MERUOMN PERSONAL RECORD BOOK for Executives 


Each year just before the Christmas season, Dartnell publishes this 
Personal Record Book. America’s top-flight business executives, 
many of whom have used it regularly since 1925, say it is the finest 
personal desk book in the world. It makes an impressive, distinctive, 
and memorable Christmas gift which can’t be misunderstood. 


Size 5 by 8 inches — 200 pages for appointments 
200 pages of data — Bound in leather 


Daily appointment secretary ruled for half ® Tabulation 1929-1952 price ranges leading 


hourly engagements and notations shares on New York Exchange 


ommended hotels and motels Highway mileage between principal cities, 
ties in U. S. and overseas U. S. and Canada 
s Rotary, Kiwanis Director of resort hotel accommodations 
associations available for business meetings 
for recording tax dedu Calendar of important anniversaries and 
coming events of 1953 


rp and eapenses 


ty buying power informatior Section for recording investments nsur 


for 1953 sales planning ance, golf scores, and other data 
Railroad and oir fares between principa 1930-1952 dividend record and bid prices 
cities, U. S. and Canada of shares, leading investment funds 
passenger and freight Radio, television, newspaper 


and business paper rotes 


nternational a mogazine, 


stes, flying time, U. S. port of departure 
Your Choice of Bindings 

Your 1953 Personal Re« ooks can be bound in Black Sheepskin at $6.00 each, 

or $63.60 a dozen: in Tan Mission leather at $6.50 each, or $69.00 a dozen; in 


de luxe Red Morocco at $8.00 each, or $88.80 a dozen. Individual names may be 
mprinted in gold at 30 cents each. All prices quoted are plus postage. 


Write today for full information and guantity prices 
THE DARTNELL CORPORATION 





4560 Ravenswood Ave. 
CHICAGO 40, Ill 
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been simplified, since flat discs are 
easier to handle and require con- 
siderably less space on the desks 
of dictators, stenographers, and in 
stockrooms. In addition, about $200 
per year was saved in messenger 
time by eliminating shaving and 
transporting wax cylinders 

This system is not only advan- 
tageous in writing telegrams, but 
also in processing correspondence 
It affords considerable flexibility 
and is less expensive than regular 
conventional dictating equipment 
It is suitable for persons who do not 
have large volumes of dictation, but 
who require it to be handled 
promptly, and they may be on 
floors separate from the recorders 
or in separate buildings. The dic- 
tating station, which may be at- 
tached to the side of the desk or 
placed on top, is easy to move 
around, making it practical for 
several persons to use the same 
dictating machine 


Problem 


A substantial amount of corres- 
pondence between the salesmen in 
the field and the factory was re- 
quired on many orders at Moore 
Business Forms, Inc., Niagara Falls, 
N. Y., and this correspondence 
caused delays in completion and 
shipment. 

The Solution: 

Moore instituted a plan of assign- 
ing factory specialists to field offices. 
These specialists, located in each 
of the company’s regional major 
distribution centers, are all men 
with a broad knowledge of factory 
production methods. They coordi- 
nate all particulars of each order 
with the salesman before it goes to 
the factory. As a result, many 
custom-made business forms have 
been engineered more closely to 
the customers’ requirements. 

In short, these factory specialists, 
or field order supervisors as they 
are called, have eliminated factory 
headaches and provided customers 
with faster service and better 
forms. In addition, Moore employs 
direct-wire service between its fac- 
tories and many major cities in 
the United States to supplement 
the specialists in the field. 

The new system costs very little, 
since the tab cards are by-products 
of the billing procedure. Yet it 
eliminates correspondence that 
originally was necessary because of 
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Operators delight ! 


Setting new standards for 


\ow- cost 
high-speed ional 
production [ yd 


Sen ati rd 
j 
I 


Speed to spe 


x act 


production ! 
: ting y f t 
Pr 


Lrecowiting machines 


There's a world of difference in a Burroughs 
Sensimatic! You'll see it the second you add up 
the savings in time, money and manpower 
that Sensimatics provide! Here's a brand new 
idea in accounting machines —an ultra-modern, 
high-speed design that every day increases 
accounting efficiency in thousands of offices, 
large and small, from coast to coast. Why not call 
your Burroughs man for a demonstration today? 
You'll be surprised to learn the low cost of this 
machine that can do so much! Burroughs Adding 
Machine Company, Detroit 32, Michigan, 


Three basic styles ! 
Sensimatic 300 with 11 totals 
Sensimatic 200 with § totals 


Sensimatic 100 with 2 totals 
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‘ PARTNERSHIP 
party of the first part ME 
party of the second part MY MARCHANT 


Mong Z a~e oe 
WMaselaccd ColtulHere 


MARCHANT'S Keyboard Dials... verify my entries 


SN {  MARCHANT'S “Carryover” Dials... guarantee my answers 


Ly 


KEYBOARD DIALS—MARCHANT is disting 


shed by 
the American calculator with dials 


ying the keyboard entry—the operator's 


first step in every calculation 


COMPLETE CARRIAGE CARRYOVER—Regardiess of the 
Carriage position or how the figures are 
entered, MARCHANT'S Carriage Dials 
the Right Answer. No figures dropped 


carry 
over 


no dials mactive no dead spot 


the answer has to be right MODEL EFA 


POSITIVE INTERNAL DIAL STOP—MARCHANT'S 

continuously flowing dials are in constant mesh 
MARCHANT'S “‘bullt-in" accuracy is your 
greatest guarantee of the Right Answer. The 
MARCHANT MAN in your phone book will 
be happy to demonstrate on your own work 
hew these features will save you time and 
money. Call him or mail the coupes. 


the calculation is completed geared to 


stop exactly where they should 


MARCHANT succes en 


Mail this Coupon with your business letterhead to get our free 

MODERN FIGURING METHODS 0) 

STRATED BOOKLET ABOUT MARCHANT CALCULATORS [(] 
MARCHANT CALCULATORS, INC 
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The manufacturer cor 
card a fill-in order, and it is 
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ulated order made from t 
The manufacturer also 
cards so that they are in the 
numerical sequence as the 
room merchandise, making 
easy matter to fill the order 
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The Problem: 


A meat-packing company had 
trouble getting orders out as rapid- 
ly as customers think 
they should be handled, and there 
were often errors in shipments that 
irritated these customers 


seemed to 


The Solution 


Several ideas were incorporated 
in an over-all solution, the first 
one being a remodeling of the office 
area so that flow of work would go 
more smoothly. That is: The order, 
credit, billing, and tabulating de- 
partments were placed alongside 
one another—-with each department 
having plenty of privacy in its 
own enclosed area. There was a 
connecting link, however, in the 
form of small openings in the parti- 
tions separating the departments. 

With such an alignment of de- 
partments, orders can be processed 
with some degree of privacy and 
with no running back and forth be- 
tween departments. Orders are 
simply passed through the opening 
to the next person. 

Another aid to the meat-packer’s 
order-handling problem is a quality 
control card which eliminates many 
errors in orders and shipments. The 
meat-packer gets some orders by 
telegram, some by mail, and some 
by telephone. In many cases, par- 
ticularly when wires are used, the 
order does not give sufficient in- 
formation. The quality control card, 
however, lists all the necessary in- 
formation about the customer, in- 
cluding terms, kind of transporta- 
tion preferred, and so on. Thus 
there is no delay because of insuffi- 
cient information on the order. 

The quality control card also 
helps in credit, for a colored tab in- 
dicates certain orders must be re- 
ferred to the credit department for 
approval, while others are auto- 
maticaily approved. Tabs in a sec- 
ond color indicate that certain cus- 
tomers prefer c.o.d. orders 
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It's here ! New Bruning Copyflex 14 


~ 


L ‘al 
First Deck-Gide Machine for Copying any gize Office Form 


Speeds Ordering, Invoicing, Production Control, 
Accounting, Purchasing, Shipping Reports! 


Now, for the first time, with the new — COPYFLEX 14's 


greater width—20 inches— you copy any office form in seconds. 

And the copy’s exact (no errors or smudges) . . . flat, dry, 
ready-to-use. No time-wasting manual copying. In 5 minutes 
anyone can learn to copy with COPYFLEX . . . usually the lowest 
cost way to quickly me 1 to 100 copies of practically anything 
drawn, written, typed or printed on ordinary translucent paper. 

No wonder typical COPYFLEX usefs are reaping savings! For 
example (names on request), COPYFLEX savesa life insurance com- 
pany $100,000 yearly via loan processing system . . . a hardware 
wholesaler $15,000 annually via order-invoice system... a 
national merchandiser $25,000 in six months by cutting clerical 
work in half, producing invoices on time . . . and COPYFLEX 
speeds manufacturing, stops errors, for a large metal fabricator 
via production control system. Mail coupon for full details. 
Charles Bruning Company, Inc., Teterboro, N. J. 


Ar ee Sa es 
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Of all desk-side copying machines— 
only COPYFLEX 14 gives you: 


20" width! Copies even 
© large reports, accounting 
sheets, etc. or two ordinary 
forms simultaneously, with no 
masters or stencils, no inks to 
soil hands. Separates and re 
turns originals automatically 


3 Copies of even opaque 
* originals or forms printed 
on both sides, using Bruning’s 
exclusive Reflex Film 


— —— —=— = CHARLES BRUNING COMPANY, INC 


No installation! No 

® fumes, so no exhaust ducts 
are needed. No darkroom, no 
special room lighting. The “14” 
is mobile, rolls to any work-site. 





4 u q Nod c ‘= oti 

* of speed, volume, low- 
cost. Copies thousands after 
thousands of large or small, 
different originals daily, at an 
average cost of only 2¢ per sq. ft 


Dept. 0112, Teterboro, N. J. 


] Send me free booklet on COPYFLEX 14 


Show me COPYFLEX in action (no obligation) 
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Title 


State 


Zone 


OFFICES IN PRINCIPAL CITIES 

















aluminum 
chairs 


Chairs and Health 


Executives today realize that 
good health for the employee 
is good business for the man 
agement 


Most cases of chronic back 
ache and fatigue in offices 
can be traced to improper 
seating. Such ailments con 
tribute to a high cost of 
doing business because of 
decreased efficiency, and in 
creased absenteeism. 


You can reduce your operat 
ing costs and improve the 
health of your office person- 
nel, by equipping your office 
with  Fine-Rest aluminum 
chairs. Why not consult your 
Fine-Rest dealer today? 


Write for free descriptive lit- 


erature, and for the name 
of your nearest Fine-Rest 
dealer. 
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He Made a Million at Old Game 


Continued from page 


essing plant, new type quick freez- 
ers and a storage bin for a 200-ton 
catch, war-developed Radar and 
Loran for navigation and locating 
fishing grounds, and comfortable 
quarters for a complement of 22 
men 

So efficient is the Deep Sea that 
last year it took a Japanese com- 
pany 12 boats and 500 fishermen 
and factory workers to produce the 
same quantity of crab meat that 
Wakefield produced with his single 
ship and crew of 22. The entire 
processing operation from ocean to 
deep freezer takes less than 1 hour. 

After dragging up the Wakefield 
trawl net (which was also de- 
signed by Lowel) the catch is 
sorted on deck. All female crabs and 
males less than the approved 12- 
year, 14-pound minimum are imme- 
diately returned to the sea alive 
Prime male crabs are then cleaned, 
cooked in stainless-steel tanks, and 
chilled. Next, the enormous chunks 
of meat are air-blown from the five 
pairs of legs and claws onto a con- 
eyor belt, washed, weighed into 
molds, and instantly frozen and 
stored in the lockers. When the 200- 
ton freezer is filled, the boat heads 
back to Seattle. There the catch is 
unloaded into a cold-storage plant; 
put through a second weight and 
quality check; is band-sawed into 
proper sizes for packaging; boxed 
labeled, and sent by refrigerated 
railroad car, truck and plane to va- 
rious parts of the hemisphere 

Mr. Wakefield's passion for sim- 
plification was carried over from 
the corporation's physical facilities 
to its personnel. The staff is as 
minimal as the plant: 22 crew mem- 
hers and 3 executives, including 
Lowell Wakefield, who also doubles 
as skipper of the Deep Sea when- 
ever he can 

All of the crew members are from 
Pacific Northwest ports, except the 
six native Aleuts from the village 
of Akutan. For the most part the 
men are “born fishermen” or re- 
turned veterans who have been un- 
able to adjust to a 9-to-5 white- 
collar existence. Like submariners, 
they have been subjected to rigid 
personality tests, for the voyages 
of the Deen Sea are tedious as well 
as dangerous. There is no turning 
hack from the hundred days’ exile 
into hard labor. Arrived at the 
Bering Sea hunting ground, the 


crew splits into two shifts to cope 
with the 24-hour-day operation 

Because of the hardships and 
danger and the skills required, the 
Deep Sea's men are highly paid 
with equal shares of the catch. All 
of the men average at least $1,000 
a working month, and most con- 
sider that two trips (6 months at 
sea) are enough to support them 
and their families for the year; 
which is a nice half-year's vacation, 
if you can get it! 

The three members of the execu- 
tive staff are as versatile and able 
as the crew. The only landlubber in 
the group is Mrs. Mabel C. Mead- 
ows, who is treasurer. Captain Wil- 
liam Blackford, an ex-Navy Com- 
mander, fits easily into the life of 
land-going vice president between 
voyages. And added to the other 
chores of President Wakefield, who 
finds it the “hardest thing in the 
world to be dry-docked,” is his 
current job as merchandising man- 
ager and committee of one 

This last job turned out to be the 
hardest of all. Statistics show that 
within the past 4 years, the un- 
known product has become the most 
widely distributed kind of frozen 
crabmeat in the United States, with 
the far-off East Coast the best mar- 
ket and Los Angeles a close sec- 
ond. Last year 700,000 pounds were 
sold to housewives, party givers, 
hotel chefs, military supply staff- 
ers, and even to cooks in mining 
and construction camps as far south 
as Venezuela. 

It took all of his imagination 
to accomplish this merchandising 
To meet an assortment of 
eating needs, king crab comes in 
six different sizes, ranging from a 
6-ounce package of crab meat for 
a dinner for two, to a 15-pound 
nackage of crab legs and claws for 
institutional use. International ad- 
vertising appeals were made to 
gourmets and chain-store bargain 
hunters in which taste delight and 
ease of preparation were stressed 
A souvenir-size cook book, written 
by a talented home economist, was 
handed out free to customers in- 
terested in making king crab dishes 
And, Mr. Wakefield reminded 
American men and women, crab 
meat has the highest percentage of 
assimilable protein of any known 
food. Ounce for ounce, it provides 
the same quantity of protein as 


magic 
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EVERYONE'S HAPPIER! 


with LINEN and 


TOWEL SERVICE 


From members of the 


Wherever there are washrooms, wherever the public is served, you get these three 
big advantages from Association members. 


LOW E R C 0 ST You make no investment at all. Association members enjoy 


the great advantages of their Association's research facilities, giving them the laundering 
“know how” to extend the life of their linens. Members pass these advantages on in lower 
cost to you. 


FAST SE R VICE Association members have a vas« pool of knowledge. They 


don’t “guess” how to serve—they know!! They operate on management engineering 
facts that have been developed from their combined experience. There’s no waste in their 
methods. They keep costs down. That's why service from their routemen is as dependable 
and efficient as it is fast. 


C L EA N L I “ E S S Immaculately clean! That's the crisp uniforn.s and table linens, 


the soft cotton towels served by Association members. Imagine . . . even a small cotton 
towel goes through 17 (yes, seventeen) scientifically planned steps in its laundering! 
Nothing could be cleaner. That's why we say, “everyone's happier with Linen and Towel 
Service’—from Association members—employees, customers and especially “the boss.” 


FOR FURTHER INFORMATION call the LINEN and TOWEL SUPPLIER in your locality for complete information and you'll be happier. 
For free informative booklet write to LINEN SUPPLY ASSOCIATION OF AMERICA, 22 W. Monroe St., Chicago 3, Il. 


M.\%NOWER cris 
COMPANY textile requirements of the Linen Supply industry. 
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diet-recommended lamb chops, and 
does this with only a third the num- 
ber of calories 

Although distribution is accom- 
plished through food brokers and 
wholesalers, Lowell Wakefield took 


Tir STANDS EVERY TEST 





to the road himself to step up mar- 


* a! * . keting. Sales spurted way ahead 
That's why it's first choice after his visit to a chain store in 
for safety, strength—for efficiency, economy White Plains, N. Y. There he found 


shoppers slitting the wrapper to 
see what king crab looked like, and 
so he promptly altered the package 
so they could peek—-through cello- 
phane. On his traveling sales trips, 
he went accompanied by a couple 
of lifeless, thoroughly iced King 
Crabs, which were introduced in 
the shell to hotel chefs, store pa- 
trons, and managers 

His most satisfactory conversa- 
tion to date was one with the blind 
pianist, Alec Templeton, which took 
place in a hotel dining room in 
Bellingham, Washington 




















If you're looking for a 
stand to safely hold and 
protect your costly office 
machines, buy Tiffany. 
You'll find Tiffany stands 


every test...it’s the one 





stand that is precision- 
built to provide a safe 
foundation for practi- 


cally every type and 





M | . 
. os ode He said, “I had King Crab for 
kind of portable office "S* : 

x dinner last night; this morning 
machine, broiled on toast for breakfast. I am 
A Tiffany Stand, with its eating it now. And, tonight we 


have it once more!” 

Wakefield responds to this sort 
of enthusiasm for more than one 
reason. It means that the final prob- 
lem is really being solved: “Pretty 
soon, we'll have the whole world 
sold on the taste of King Crab.” It 
means further financial rewards, 
and although he is reluctant to dis- 
cuss details, he does not refute the 
guess that king crab has netted him 
“well over a million to date.” It 
means that soon his road work will 
be done and he can return to Se- 
attle, climb into his waterproof 
garb and i 

Well, as we already know. there 
; POPLAR BLUFF, MISSOURI Write for Literature is nothine that Lowell Wakefield 
would rather do than GO FISHING 


many safe, silent, strong 





features, lasts longer... 
actually costs less per 


year of service. 
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At Better Stores 
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The Dartnell Sales Manager’s Handbook Combines 
|| Forty-eight sectionsx—1,150 pages—covering every detail of | | Record Keeping 


| operating a sales department. It will provide the answers to - jj 


your questions on sales (Continued from page 26 


policy and sales super- 
|| vision. Price $10.00, 
plus postage. 


maining in the pension department 
If an employee waives insurance, 
two waiver insurance cards are cut 
and filed same as the active card 
This includes heading information, 
plant, department, clock number, 

THE DARTNELL CORPORATION Social Security number, name, sex, 
4660 Ravenswood Avenue Chicago 40, Hlinols date of birth. life insurance, sick- 
ness and accident insurance, pay- 


payroll department, the other re- 
| 
| 
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CHECK YOUR RISING CLERICAL 
COSTS BY MAKING 
DIRECT COPIES WITH OZALID! 


NO RETYPING! 
NO PROOFREADING! 
NO COSTLY ‘HUMAN ERRORS”! 





That's How the Amazing Desk-Top 
OZAMATIC is Cutting the Cost 
of Paperwork for Thousands of 
Progressive Businesses! 





Here’s How OZALID is Cutting Accounting Costs! 


A Life Insurance Company speeds up the issuance of new 


policies as much as 50°? with Ozalid! 


An Auto Manufacturer saves 64 minutes time by using Ozalid 


to prepare frequently issued accounting reports! 


A Drug Chain uses Ozalid to maintain up-to-the-minute inventories! 
I 


i ’ 
r 


A-Hespital uses Ozalid to make new patients’ records imme 
available for insurance purposes and the receptionist! 


An Accident Insurance Company saves 55 
Ozalid copies of hand-written workmen's Compensation report 


47 state insurance departments! 
A Huge Department Store earns special disc 


Ozalid to pay bills the same day merchandise is rece 











CUT COPYING OZALI 
COSTS .. . USE 


Johnson City, N. Y. A Division of General Aniline & Film Corporation 
From Research t Realit 
Ozalid in Canada — Hughes Owens Co., Ltd., Montreal 
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IN JUST 


25 seconds 


° ADDRESSING 
MACHINE CO. 


183-U Albany Street, Cambridge 39, Mass 


reo}} ' 
roll deductions 


ive date, a 


plant prefix, file number, and date 


latior 






\ ted 

also cut at 
hired t how 
Social Secu 
Yr Pp, an entr 


ecord credited service for the 





ent period, and total credited 
ervice, and p des a continuous 
f rd posted il iall is x 
i ed re ie ‘ 
Iw ne ima ire used to Kee} 
i en | f eparati one for 
fempora eparat the ithe 
f permanent t Both are ider 
tically the same as the active en 


ployee card except for colored bor 
] 






nporary separa 

When 
receives 
it pulls 


the active card, deletes the aepart 


tion, salmon for permanent 


the tabulator department 


tice of suct 


1 separation 


1 
number columns 


; 
le 


ment and clock 


ind adds the separation ¢ 


Wher 


ita 


‘n employees are transferred 
from one department to another or 
from one plant to another, their 
awtive employee cards are pulled 


ones punched 
At the end of the year, the tabu- 


lator department punches a 





f hours-earnings” card for each 
employee from a list sent to then 
from the payroll department. The 
punched inform 
ing data, ther 


ation includes head- 
plant, department 
hours and earnings for current 
period 
Active 
porarily 
duplicated to provide a work deck 
arranged in Social Security num- 
rd of hours-earn 
balanced 





employee cards and tem 


separated cards then are 


ber order: the rece 
punched and 
tapes received from the 


ings cards 
from the 

pavroll department are then sorted 
by hours, and the hours are con 
verted into months on a reproducer 
These cards then are sorted by 


Social Security number (takes 


nine sorts 


The tw 


matched on the c 


decks of cards are 
ilator, and the 
new total months are transferred 
into the work deck on a reproducet 
The work deck is ther processed or 
a calculator to add current months 
to previous months and arrive at 
the work deck is re- 
into a new active deck 

then the work 


feck is matched with the credited 


total months 
produced 
for the current vear 
( 
service record cards on a collator, 
and hours for the 
previous posted on the 
credited service record cards on a 


bill-feed machine. The work deck 


then earnings 
year are 
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earnings 


nec essary ecause on i 


depends the amount of the em 
ployee’s pension when he retires 
Hours worked are converted into 
months at a rate of 1 month for 
each 142 hours, and 1 year for 1,700 
or more hours If an en ployee 
works fewer hours, he receives less 


credit toward his pensior 


In most cases, the pension fund 
ivS a retired employee $1.50 a 


nontn for every year of credited 
service up to a maximum of 30 
vears. This, together with Social 
Security benefits, gives the retiring 


employee up to a maximum of $125 
a month, depending on the amount 
f social security payments and 
credited service 

There are three kinds of pensions 
though retirement after age 65 
retirement between ages of 60 and 
( l 


1 inclusive, and permanent tota 


disability 


retirement between ages 
55 and 64. In every case, the amount 
of the pension depends upon the 
credited service record 

The tabulator department also 
writes the employees’ group insur- 
This is done on 
the accounting machine using the 


card mentioned 


ance certificates 
insurance record 
previously 

When an employee is eligible for 
a pension wishes to retire, he makes 
out an application for his pension 
and furnishes two signature cards 
and birth certificate or other proof 
of birth date or age. A plant com 
mittee composed of representatives 
of the corporation and the union 
then reviews the application. It is 
forwarded with recommendation to 
the pension department for further 
processing, after which it is sub- 
mitted to the union-management 
board of administration. If there 
is any question the appli- 
cant's eligibility for a pension, the 
board 


about 
union-management deter- 
mines this with the aid of service 
information and other data which 
is furnished to them by the pensior 
department 

Processing pension applications 
entails considerable paperwork. The 
pension clerks obtain the service 
record from the tabulator section 
including the verification of pen- 
sion record, make out a pension 
computation and authorjzation, pre- 
are a service summary and a sum- 
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aVCrset frecree tlhe 


Yiowed Inder 


Winterbottom (almost shown here) has hard sledding 


he’s caught in a storm of red tape, figure work and record-keeping on't let t happen to 


out our 


yvou—the new Comptometers in the hands of Comptomet 


ton 


office figure-work jams. Save vou time and mone, 


THE NEW COMPTOMETERS GIVE YOU INCREASED Decimal points in natural position 
ACCURACY—GREATER SPEED OF OPERATION! numbered by ne B 


Exclusive 3-way Error Control absolute! 5 


' 
nates mistakes caused by faulty stroke So easy to use! \ 


( 
Floating Touch puts wings on operators Wwers NEW!! ¢ 


Finger-form kev tops speed work 


Answers register instantly — no levers 
No confusing zeros appear to left 


COMPTOMETER 


ADDING-CALCULATING MACHINES 


now— 
four NEW 
machines! 
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mary of hours worked and credited 
service earned before and after the 
effective date of the pension plan 
August 1, 1950, obtain a group ir 
surance status report, and develop 
all of the data necessary to dete 
mine whether or not the applicant 
for a pension is entitled to it 
Approved pension applicatior 
together with all pertinent materia! 
concerning them, are filed numer 
cally in the order in which ay 
proved. A cross-reference name file 
is consulted when there is occasic« 
to refer to a filed applicatior 
When a pension application is ay 
1. When temperatures exceed 350° F ? 0 me) y proved by the union-management 
‘ ' ne t i toa ld safe, or any saf t e Underwriters Laboratorie board of administration, instru 
I t t only as an incur , we o tlons are issued to the trustees 
the pension fund to commence pay 
ment, and the retired employee 


How much heat cane tl camuies ellie aes: 
does it take 


.. to put you out of business? 





File Highlights 
Sales Facts 





cee distribution of a: 
product carries with it a def 


nite problem for sales management 

in keeping in touch with customers 

This problem doesn't confront the 

: small manufacturer or distributo 

a. Pte at ae, - piestaneng eat ey 3. ee — ms Son ee ae who may well know each customer 
“m : fa " ' ae aie de refs: gpl sesheoe personally But sales management 
in a nationally-known organizatior 
must so organize its activities that 
it can keep in touch, personally 
when necessary, with the customers 
who buy the products 


the clause in your insurance policy that 
Says Proof-of-loss must be rendered within 


60 days."” How could you—without records? 


The risk is too great. Don't take it. Find out today, 
how little it costs to protect your records—and your business 
future with a modern Mosler “A’’ Label Record Safe. It's the There are various devices 
world’s best protection. Meets the independent Underwriters’ which management keeps in touch 
Laboratories, Inc. severest test for fire, impact and explosion. with sales activities in areas re 

mote from the home office. Sales 

analyses, for example, tell manage- 


IF IT'S MOSLER ...IT'S SAFE ment what section of the country 

ai an has a high demand for the product 

The Mosler Safe’or-y and which needs promotion. It 

Since 1666 points the way to seasonal needs 

World's Largest Builders of Safes and Bank Vaults by plotting a low curve in certain 
months on an over-all basis 

Seater to pout chay, ar coal coupun cow ter ban iahmmnatine suatartal. These, though, are generalities in 

the sales minagement plan. When 

it becomes iece-ssary to spot-check 

Please send me (check one or both) or pin-point individual sources of 

Free Mosler Fire DANGERater which will indicate my fire conditions affecting sales, the sales 

risk in 30 seconds history record, by customer, is the 


The handsome new Mosier “A” Lebel | 
Sete designed by Raymond Loewy Illustrated catalog, describing the new series of Mosler final and authoritative source of 
nformation. Exactly in ratio to the 


Record Safes 
convenience and security features | NAME — POSITION care and planning which has es 
woe gee ill toe Pye team NAME ___—SSs_—s tablished a sales history record is 
the benefit which derives from it 


THE MOSLER SAFE COMPANY °¢ Dept. AB Han 


brings, at no extra cost, distin 
guished beauty to any offer. New 


with numbers « 
ee yo and = —- ; ADORESS aa 
© person working combination *y Bonar (Unswere » bk mm ac 
A cages Tener ita a = ; FE. L. Bruce Company, known a 
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the world’s largest manufacturer 
of hardwood flooring, grew from 
a single lumber yard established by 
Edwin Lawson Bruce in Kansas 
City, Mo., in 1884. The business 
was destroyed three times by fire 
and flood before it was moved t 
Little Rock, Ark 

Along with the expansion of pro 
duction facilities in the mid-1920's 
the Bruce organization began t 
realize it was growing too large 
to keep in touch with sales trends 
and activities through existing 
methods. This brought about estab 
lishment of the sales history record 
set up in Kardex cabinets 

Actually, the sales history record 
itself is a simple listing of vital 
facts reported by the invoice covet 
ing each shipment to a custome! 
For example, assume some hard- 
wood flooring is sold to a customer 
in Massachusetts. The record shows 
the date of invoicing, the Bruce 
order number, the number of board 
feet sold, the size of the lumber and 
ts grade, and a numerical code to 
designate whether it was oak floor 
ing, streamline (factory finished 
flooring, Ceda'line, parquet blocks 
maple, or plank oak 

Card pockets, each with a quar- 
ter-inch, plastic-protected visible 
edge showing in the tray, carry the 
card records which supply the de 
tailed information. Along the visi 
ble edge of each card there is space 
for the customer's name, the city 
and state of address, and a cross 
reference number. Printed along 
the edge, as part of the form, are 
the numerals of the code designat 
ing kinds of product, and the ab 
breviations of each month in the 
year 

Through a system of visible sig- 
nals--each in a different color—-it 
is possible to determine the type 
of product a customer is buying 
thus indicating those which need 
promotion. It is possible, also, to 
determine the month and year when 
the individual customer made his 
most recent purchase. All this in- 
formation is available merely by 
pulling out the tray, and without 
referring to the remainder of the 
card in the pocket. Details are ob- 
tainable merely by lifting the pock- 
ets preceding the desired record 
which can be done with the tip of 
the finger 

Since none of the cards need be 
removed either for posting entries 
or for reference, it is possible for 
anybody to obtain information and 
still leave the file sequence intact 
and undisturbed. There is no chance 
to misfile a record, since none is 
removed 
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for 


comfort | 


— 


Model 18-A 
Cosco 


Executive 


$47.50 


($49.50°) 


$05bi 


@ From stem to stern, the quality 
COSCO Office Chairs is the very finest 
yet they are priced far lower thar 
anything comparable on the market 
Lastingly constructed of steel, with six 
adjustments— made without tools —no 
other chair at any price has them a 
Beautifully designed with large saddle 
shaped seats, deep-padded with Fire 
stone Foamex and upholstered with Du 
Pont ‘‘Fabrilite” in all popular office 
colors. Bonderized baked-on ename 
finish. For your office 
get the BIG va 
Cosco! 


for emp! 
ees and visitors 
in modern office chairs 


HAMILTON MANUFACTURING CORPORATION 
COLUMBUS, INDIANA 


LUGE iii 


Good seating . . . in good taste 
.. is good business 


IN OFFICE 


~*~ 


fo 


coct ! 


for 
lookg | 


IS THE BEST VALUE 


— 


CHAIRS 


‘ 


Model 15-F 
Secretarial Choir 


$29-°5($31.00%) $2 


ro —— Ma spon for ful 
Hamitton Manuracturine Ce 
Dept. All, Columbus, Indians 
Please send, with t obhget 


nearest dealer and mplete 











Shue up to 5!%of your [loot space! 


i B ang 


One of several possible 
desk arrangements 


qahne . with the new ‘ Four- 
in-One" Desk Unitizer. 


rev 

éé cm a. ” 
MORE DESK ROOM. Saves 14 to 31% MORE ECONOMIES. Permits reduc- 
of floor space, provides room for tions in number of telephones, 
additional personnel without in- waste baskets, distributors and guest 
creasing floor area chairs needed. 

FITS ANY FURNITURE. Partitions and 


shelves match all desks. Easily in- 
stalled without harm to furniture 


MORE EFFICIENCY. [’ermits employ- 
ees at separate desks to work in 
semi-privacy and without distrac 
tions. Reduces office traffic and USED BY LEADING CONCERNS to relieve 
congestion, Specially designed crowded office conditions and keep 
translucent frosted partitions in floor space at a minimum. Popular 
crease amount of light on desk tops with employees. 


FOR FULL DETAILS AND PRICES, WRITE 


KRAUS COMPANY 


STEVENS POINT, WISCONSIN 
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Are Your Branch Managers Reading ‘‘American Business’’? 


Every month AMERICAN BUSINESS telis its readers about modern office operation by 
showing them how other companies save money and get more done through better 
methods. Your bronch offices will find these reports readily adaptable to their operation 
Send us the names of your branch managers now so they can benefit from AMERICAN 
BUSINESS reports on latest management methods. Attach extra sheet for additional names 


AMERICAN BUSINESS MAGAZINE {°° %o";7°°3 “"" 


NAME TITLE 


MPANY 


city ZONE STATE 





2 years $7.00 1 year $4.00 
Enclosed } Bill tater 
Add $1.00 for 1 year, or 


Please Bil! 
SENDER 


ADDRESS 
$2.00 for 2 years, for postage 


outside U.S A. and Canada) 
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Newspaper Ad 
Tells News 


he firm of Newcomb & San 
mons, specialists in employee com 
munication, is firmly convinced that 
every new technique in employee 
communication deserves the atten 
tion of the people in the business 
of communication; that no one car 
afford to overlook new routes, or 
fail to pick up and study new tools 
That is one reason why the firn 
has devoted considerable time and 
thought to the idea of using paid 
newspaper space for presenting reg 
ularly the news of a company’s ac 
tivities and those of its employees 

Now, as Newcomb & Sammons 
readily admit, the idea of usin 
naid newspaper space in this fash 
ion is not new, but it is admitted] 
a technique about which too little 
is known. To check more thorough 
ly into the matter, a case study in 
communication via the newspaper 
ad was developed by Newcomb & 
Sammons for a client--the Geo. D 
Roper Corporation of Rockford 
Ill, manufacturers of Roper ga: 
ranges, Roper rotary pumps, and 
(for US. Army Ordinance) the 
105 mm. white phosphorous shell 

The decision was made early in 
1952 to launch a full page on a 
monthly basis in the two local 
newspapers, the Rockford Morning 
Star and the Rockford Regqister- 
Republic. The page, dominantly pic- 
torial, highlights activities of per 
sonnel throughout the plant as well 
as policies and programs of the 
company. At the time the new ven- 
ture was launched, Roper had no 
employee magazine, although a 
monthly management news letter 
was in the blueprint stage (it is 
now published regularly), and a 
bulletin-board program was taking 
shape. The ads are being published 
each month at the same time and 
are spaced 2 weeks apart from the 
management news letter mailed to 
employees’ homes 

Why did Roper decide to try the 
newspaper ad method? There were 
two reasons: (1) the unit cost of 
producing an acceptable publica 
tion for employees was extremel) 
high, and (2) by using newspape! 
space, the company would reach an 
audience probably 30 times as great 
as its employee publication audi 
ence. Thus from an economy point 
of view as well as that of public re 
lations, the plan had much to re« 
commend it 

In addition to highlighting a 
> 
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tivities of personnel through the 
plant and company programs, the 
page has been utilized recently as 
a recruitment device for the com- 
pany’s ordinance plant where there 
was a manpower problem and to 
salute the company’s 25-year club 
its employees in military service 
and retiring employees 

Advantages of publishing the 
house organ in paid advertising 
space in newspapers are, according 
to Newcomb & Sammons: The rel- 
atively low cost per individual read- 
er, maximum community reader 
ship, the newspaper page is “good 
public relations” and is more timely 
than other devices, and recognition 
for individual or group accomplish- 
ments of employees can be com- 
munity-wide 

Stanley H. Hobson, president of 
the Roper concern, is quoted as be- 
ing pleased with the new venture 
“We are looking for no dollar-and- 
cents return, and we expect to per- 
form no miracles in either labor or 
community relations. What we are 
trying to do is simply to create a 
climate in which amicable relations, 
continuous cooperation, and _ sus- 
tained production are possible, for 
the obvious good of everybody 


Statement of Ownership 


Statement required by the Act of Congress 
of August 24, 1912, as amended by the Acts 
of March 3, 1933, and July 2, 1946 (Title 39 
United States Code, Section 233 showing 
the ownership, management, and circulatior 
of American Business, published monthly a 
Chicago, Hlinois, for October 1, 1952 


1. The names and addresses of the publisher 
editor, and managing editor, are p 

C. Aspley 4660 Ravenswood 
Chicago 40, Ill.; Editor, Eugene 
466, avenswood Avenue. Chicago 
Managing Editor, Wells Norris, 4660 Raver 
wood Avenue, Chicago 40, I 


2. That the owner is’ Dartnel! Publications 
Inc. The owners of Dartnel! Publications, Inc 
are. The Dartnell Corporation, Chicago, Ili 
J.C. Aspley, Inc., Chicago 40, Il. J. C. Aspley 
Glencoe, Ill.; J. T. Kemp, Glendale, Calif 
T. D_ Reid, Chicago, I) E. H. Shanks 
Evanston, Ill Eugene Whitmore, Chicago 
ill. The holders of 1 per cent or more of the 
amount of stock in The Dartnel!l Cor 
a are: J. ¢€ Aspley. Glencoe, I! 
i. D. Aspley, Glencoe, Il J. T. K 
endale, Calif; DF. Mills, Hamiltor 
tario, Canada; E. H. Shanks, Evanston 
The holders of 10 per cent or more of 
total amount of stock in J. C. Aspley. Inc 
ure’ J. C. Aspley, Glencoe, I 


3. That the known bondholders, mort- 
gagees, and other security holders owning 
or holding 1 per cent or more of total amount 
of bonds, mortgages, or other securities are 
None 


4. Paragraphs 2 and nelude, in cases 
where the stockholder or security holder ap 
pears upon the books of the company as 
trustee or in any other fiduciary relation 
the name of the person or corporation for 
whom such trustee is acting: also the state 
ments in the two paragraphs show the af 
fiant’s full knowledge and belief as to the 
circumstances and conditions under whict 
stockholders and security holders, who d& 
not appear upon the books of the company 
4s trustees, hold stock and securities in a 
capacity other than that of a bona fide owner 

C. ASPLEY 


Sworn to and subscribed before me this 16th 
day of September 1952. Pavut Soso.ews«: 
Notary Public My Commission expires 
February 2, 1954 

Spar 
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NEWS FROM PANAGRA ABOUT COLITHO 


“Colitho # 
have turned 


quality print 


pronting 
held te aomur 


Results 
economy, and g 
so good that ue 
praising the Ce 


Printing Masters 


People in all hime 
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tribution, selling, billing ond 

















“NEW 510.95 ADDRESSER 


SAVES 18 HOURS SHIPPING yor Otecuseion in December 
LABOR PER DAY PLUS " pages B thr ugh | 1) about Bell & Howell's work-simpli 
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Repair Service [VPS Tm dadlal a. ieh 
By Air with traditional _ styling 


CHICAGO plumbing and heat- 
A ing dealer now offers emer- Imperial 
gency service by helicopter. Edward 
Moran has made this service avail- Yj, 
able particularly for emergencies \ wot 
where heating equipment parts are 


needed in event of breakdowns in LUXURIOUS 


hospitals, defense plants, homes for 
orphans, aged, and other similar WOOD OFFICE 
institutions DESKS 
The service is aimed primarily at 
small towns where local dealers The charm and beauty of 18th Century styling expressed 
usually do not carry large stocks in Imperial’s Windsor line are combined with time-saving 
and frequently have to travel many work-saving features that make this group ideal for 
miles to get needed parts. A general traditional'’ offices 
radius of 150 miles from Chicago In the Windsor line, you'll find all the ‘‘extras"’ that make 
will be covered Imperial the choice of office managers and executives 
including recessed legs, space-saver typewriter com 


partment, dustproof underconstruction and al! genuine 





walnut exteriors 


Ask to see the Imperial line at your office equipment 


co oe Waitt bon 
Music Builds a... ret 


Et desk company 2°" 


EVANSVILLE 7 INDIANA 


Last year, the band at S. ¢ 
Johnson & Son, Inc., Racine, Wis 


celebrated its twenty-fifth anniver 


sary. It practices once a week, and LOSING VALUABLE TIME 


during the year the group partici 


pates in almost all local civic cele SEARCHING THROUGH 
Drations. | Two concerts are Pre- BILES and DESK DRAWERS 


sented each year in collaboration 
with the All-Girl Chorus and Men's Install a 
Glee Club. The band also performs 


in other cities all over the state for 
various functions 

One of the newer music groups 
in industry is the one formed by 


employees at Bell Telephone Sys 
tem of the New York-New Jersey VISUAL REFERENCE SYSTEM 
area. This group played its first 
concert for a company 5 years ago 
Now a poised group of 100 pieces risa cng abe ~ He poaette gies ager 
the March the Bell orchestra has information on the swinging panels of o MULTIPLEX 
played its fourth concert in Carne Multiplex and you will save the needlessly Display Fixture Co. 
gie Hall. It has given one “Voice of lost time consumed in rummaging through 916-926 N. Tenth s1 
America” concert and is preparing desk drawers and searching through files sT. bours “eo 
other programs for ECA countries when important figures and information 

A band that has been in operation 
less than a year Is one at Perfect running record up to date and know at a peor a aa Band “ 
Circle Corporation of Hagerstown, glance how things ore progressing sais a 
Ind. It is getting the enthusiastic Nome 
support of the company manage- Today you will find Multiplex Fixtures in Compo 
ment, which has provided rehears- business offices, schools, colleges and sales 
al quarters and an appropriation dads ond tis and A eek. RA 
Today the band is a well-balanced ficiency into your business. Mail coupon 
10 pieces, with more members join- for complete catalog 














Post charts, graphs, sales records, sales 


are needed quickly. With a Multiplex yentlemer 
Visual Reference System you can keep oa 


rooms everywhere. They are available in 
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Need reports 


on the 
J 4 
th 


Get them 


Just rent our 


Statistical Dept. 
by the hour! 


No need for important operating 
figures to get log-jammed in your 


offices 


Let us compile and analyze your 
figures for you on high-speed 
punched card machines. This will 
save you money too, since you 
will be paying only for the time 


t takes to do your work 


We can do your sales analyses 
price studies, expense distributions 
practically any kind of ac 


counting or statistical tabulations 


Why not get further details now? 


RECORDING & STATISTICAL 
CORPORATION 


BOSTON @ DETROIT 
TORONTO 
3 8. Y. 


CHICAGO 
MONTREAL 
100 Sixth Ave. New York 


ing from Perfect Circle's other 
plants located in several neighbor- 
ing cities 

The Goodyear Tire and Rubber 
Akron, Ohio 
a Goodyear Youth Band 
the members being children of com 


Company sponsors 


most of 


pany employees. The organization 
consists of about 60 boys and girls 
of high school age 

The Botany Mills band of Pas- 
saic, N. J., uniforms 
made of Botany fabric, thus mak 
ing the group a colorful showcase 
for the company 

Such industrial giants as Ford 
Motor Company in Detroit and 
Electro-Motive Division of General 
Motors in Brookfield, Ill., are wid- 
ening their music Both 
of these companies conduct a series 
of group piano lessons for interest 
ed employees, and several other 


performs in 


programs 


companies are considering similar 
projects. The lessons are open to 
employees of all ages, and many 
workers are relaxing and enjoying 
their new skills 

One Ford employee in his forties 
decided to take up the violin after 
years of envying the musicians who 
played at the music festivals in his 
native Scotland. He became pro 
ficient with the fiddle and won a 
chair in the Ford orchestra, show 
ing so much enthusiasm for his 
new avocation that recently he was 
elected the orchestra's president 

Electro-Motive resumed a pro 
gram this fall of giving employees 
lessons on the Hammond organ 
A class of about 10 employees 
takes lessons once each week for 
12 weeks, and each employee pays 
$20. The classes are taught in an 
employee recreation room at the 
plant by an education director from 
a Chicago music house. Employees 
who took the first course last spring 
were playing such compositions as 
Brahms’ “Lullaby, and “Flow 
Gently Sweet Afton,” after only 
seven one-hour lessons 

Other musical groups at Electro- 
Motive include the “Haylofters,” a 
band specializing in Western songs 
and hillbilly tunes, and the 
Streamliners,” a band playing 
popular music for employee func- 
tions, veterans’ hospitals, and other 
events 

Organ music also is played in 
cafeterias at Electro-Motive, and a 
somewhat similar program is car- 
ried on at Western Electric's Haw- 
thorne plant in Chicago. Often 
during the summer, an organist 
plays in the band shell during lunch 
periods, and during the winter 
Western Electric's band and choral 
club present several concerts 


Some of the othe 
ing bands are the Philco Corpora 
tion, Philadelphia; Norton Con 
pany, Worcester, Mass 
Hardware Company, Indianapolis 
Ind Shamokin Dye and Print 
Works, Inc., Shamokin, Pa.; Kable 
Printing Company, Mount Morris 
Ill Winchester Repeating Arm 
Co., New Haven, Conn.; Olin Ir 
dustries, Inc East Alton, Ill 
United States Steel Company, Gary 
Ind.; and A. C. Spark Plug Divisior 
of General Motors 
Flint, Mich 

In addition, a division of Rohn 
and Haas Company. Philadelphia 
has a quartet called the Tune- 
smiths, and there is a glee club 
which is often accompanied by a 
guest pianist. Regal 
poration, Milford, N. J 
ized a band for small fry, from 12 
years old on down, and these young 
sters will wear Scotch kilts A 
works division of International 
Harvester Company at Louisville 
Ky., is providing guitar lessons for 
employees after a survey indicated 


companies Na 


Vonnegut 


Corporatior 


Paper Co 


has orgar 


strong interest by many employees 
in this instrument 

There are all musi 
groups, including a number made 
up of professional men. Many cities 
boast a businessmen’s orchestra, 
and some have a doctors’ symphony 
orchestra. At a Du Pont plant. a 
group of Ph.D.'s got together and 
organized a dance orchestra 

Many music groups originated 
during World War II when high 
production and employee satisfac 
tion were vital. Aircraft plants pro- 
moted music participation as a 
means of releasing tension and 
solidifying front-office and produc- 
tion-line relations. One of the com- 
panies was Consolidated-Vultee 
which donated rehearsal rooms, in- 
struments, stands, uniforms, and a 
director for the formation of two 
57-piece bands, an all-girl orches- 
tra, and an “old-time” band for 
barn dances 

Evidence of the increasing inter- 
est in company music programs is 
shown by clinics and conferences 
that are being held. The Seventh 
Annual North Carolina Recreation 
Conference devoted its last meeting 
to an Industrial Music Workshop, 
and more than 100 directors of rec- 
reation attended. The workshop 
was cosponsored by North Carolina 
Industrial Recreation Association 

In March, the use of musical ac- 
tivity to foster morale and efficien- 
cy will be highlighted at Purdue 
University, Lafayette, Ind., where 
the Second Annual Industrial Music 
Clinic will be held. Included in the 


types of 
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Distinctive 
Leopold Features 


Dulux Finish 


Smooth, clear finish is tough, 
durable resistant to 


cigarette burns and liquids 


or 
SF, 


Utility Slide 


Handy for over-the-desk 
conferences or dictation. Installed 


to order at low cost 


‘1 
Adjustable Height 


Glides make it easy to adjust 
desk height from 29 to 30! 
inches. Ideal for uneven floors 
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San Diego Federal Savings ¢ 


make your best 


business impression . . . with 





E000// office furniture 


Important clients, influential associates whoever enters your 
office often judges your business standing and integrity first, by the 
attractiveness of your office and second, by the quality of 


your product or service 


Be sure your first impression is your dest one. Outfit your office 

with beautiful, distinctive Leopold office furniture. You'll also 
find Leopold a profitable investment. Profitable because it's built 
to last longer saves precious office time through scientific, 


functional designing and installation 


The Leopold dealer in your community is an experienced office 
planning counselor. Call him today, for specific suggestions 


profitable to you. If not known, please write us for his name 


| oe F 
THE LE O0O/G 


and address 


COMPANY 


~_y = _ - 


BURLINGTON, IOWA 


‘ 


MEMBER OF THE 








“Saue w/ me utth 
Kite- Line 


THE MODERN COPYHOLDER 


Promotes Accuracy + Increases Production 
Saves Eyestrain + Portable 


ce | 


Attachments for copying trom wider sheets 
15 inch eye guide extension — $1 25 
20 inch eye guide extension — $1 50 











PREE TRIAL OF FER — Write Gsking vs to send you 
@ RITE-LINE COPYHOLDER with the understanding that 
you moy return it without charge within ten doys. 


ki 1025 . 15th Street, N. W 
RITE-LINE CORP. Weshingten 5,0. 


E-LINE copyruoipver 


we SHRED ALL 


WASTE PAPER SHREDDER 


Quickly shreds newspapers, magazines 
waste paper ellos hane, cCorru 
jated cartons, wax paper, etc., into uniform 
resilient strands ideal for packing pur 
poses. Especially adapted to shredding 

yntfidential records, blueprints, etc., per 
mitting the return of this high-grade paper 
to the paper mills, for re-use 


tissue 


Compact, economical, safe. All revolving parte 

are covered Instantly adjustable. Shreds ',” to 

4, Designed for continuous and trouble-free 
corvice 


FREE TRIAL 
Operate a SHRED ALL 30 days. If 
not satisfied—return—owe nothing. 


UNIVERSAL SHREDDER COMPANY 
SAGINAW, MICHIGAN 





program will be demonstrations of 
how class piano courses can be set 
up for employees, how to organize 
and direct bands and orchestras, 
and the place of choruses in in- 
dustrial recreation activities. 

For companies interested in 
starting music programs, the Amer- 
ican Music Conference in Chicago 
can be helpful. A recent announce- 
ment by Dr. John C. Kendel, vice- 
president of the Conference, offered 
the help of specialists in music 
training free of charge to industrial 
groups planning some music activ- 
ity. The Conference already fur- 
nishes service to schools, churches, 
and recreation groups 

The cost of a music program is a 
factor that will concern all com- 
panies planning to embark on such 
a venture. There are two approach- 
es, using as a basis a 40-piece band, 
which is typical in size and suitable 
for good performance 

(1) A company may purchase 
the so-called background instru- 
ments——-such as tuba, Sousaphone, 
and drums-—and rely on the mem- 
bers of the band to provide their 
own instruments in the case of 
smaller items such as trumpets, 
clarinets, and trombones. This is 
very often effective because the 
recruited from former 
school and college 


band is 
members of 
bands who have retained their orig- 
inal instruments 

In the occasional case where a 
member of the band does not own 
an instrument, the member is usu- 
ally interested enough to buy one 
on a rental-purchase plan that costs 
no more than following some other 
hobby in the same time-period. On 
this basis, the instruments would 
cost the company approximately 
$3,000; uniforms at about $60 each 
would cost about $2,400; and a 
starting library of sheet music 
could be had for about $150. Vir- 
tually the only other cost would 
be the part-time services of a band 
director for the weekly rehearsal 
This cost would range from about 
$15 to $25 for the 2 hours of prac- 
tice, depending on the availability 
of directors in the locality, scales 
paid, and similar factors 

(2) Another approach is for a 
company to buy all of the instru- 
ments, equipping a 40-piece band 
at a cost of from $8,500 to $9,500 
would cost another 
$2,400, another $150 for first li- 
brary of sheet music, and then 
there would be the weekly pay- 
ments to the band director 

Both of these estimates are based 
on the assumption that the instru- 
ments bought would be first grade 


Uniforms 


in quality. The costs could be re- 
duced appreciably if second-grade 
instruments were purchased, of the 
type usually bought by high-school 
students in their sophomore and 
junior year-—-instruments good 
enough for students past the be- 
ginner’s state, but not ideal for a 
more proficient musician, interested 
in increasing his ability 

Another variable, of course, is 
dependent on the size of the band 
involved. Currently, industrial 
bands range from 25 to nearly 100 
pieces. The 25-piece band can be 
recommended where the perform- 
ers are all quite professional. The 
larger band has the advantage of 
having multiple instruments of 
each type, so that the group can 
make up for slight slips by an in- 
dividual. In general, industrial or- 
ganizations will find a minimum of 
35 or 40 pieces best. When a band is 
so successful that employees are 
eager to get on a waiting list to 
join, many organizations meet this 
demand by increasing the band’s 
size, and this procedure is definitely 
to be recommended wherever it can 
be done 

The prices involved in maintain- 
ing an orchestra are somewhat less 
than for a band, because there is 
less need for the big percussion 
instruments, and the stringed in- 
struments are usually moderately 
priced. If a piano is available and 
need not be purchased for the or- 
chestra, the cost of outfitting can be 
less than a band. This is especially 
true if the orchestra is not to be 
uniformed; many companies follow 
the procedure of having performers 
wear their own clothing according 
to rather broad specifications, such 
as white gowns for the women and 
dark coats for the men 

The cost for choruses is, of 
course, even less, since instruments 
are not necessary. Many of the 
most successful choruses do provide 
uniforms, which run about the 
same price as the band uniforms 








A new book, “How to Or- 
ganize and Maintain an In 
dustrial Orchestra and Band,” 
will be published within the 
next 60 days. 

It was written under the di- 
rection of the National Indus- 
trial Recreation Association, 
Chicago, with the help of C. G. 
Conn Ltd., Elkhart, Ind., manu- 
facturers of band and orchestra 
instruments 
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Desk Units Save 
Floor Space 


(Continued from page 14 


meet the specific needs of the unit 

The Economic Controls Section 
also has fewer miscellaneous tables, 
bookcases, and files out in the open 
Some of the files have gone under 
the modular furniture units, and 
the over-all efficiency of the new 
furniture has eliminated the need 
for so many tables and bookcases 

There were 12 people in Sales 
Control, but 2 more had to be added 
The decision was made to give 
Techniplan a trial, because some of 
the officials at United had heard of 
its use in other companies and 
thought it might be the answer to 
United's space problems. Since work 
in Sales Control is more of a rou- 
tine nature, privacy was not a prob- 
lem. Space was the chief considera- 
tion in selecting desks. 

The final arrangement was to 
have 10 working positions in the 
general office area of Sales Control, 
with 4 semi-private offices. The 10 
employees in the general office work 
at desks lined up in a “Z" pattern; 
that is, the desks are in a staggered 
arrangement so that no two desks 
are exactly side by side. There is an 
auxiliary unit that runs between 
the desks, and this combination of 
the desk top and auxiliary top pro- 
vides 100 per cent usable space for 
each employee. 

After this Techniplan furniture 
had been used in Sales Control for 
several months, a questionnaire 
was given to each of the 14 em- 
ployees. They were asked to fill in 
the form and return it unsigned 
The results indicated a strong pref- 
erence for the new modular furni- 
ture, with only two workers show- 
ing an indifference to the equipment 
used. It was soon after the results 
of the survey were learned that 
United installed Techniplan in the 
Economic Controls Section. 

The total number of Techniplan 
working positions at United now is 
§9—-14 in Sales Control and 55 in 
Economic Controls. A third depart- 
ment, however, is soon expected to 
install modular furniture. The pay- 
roll department has 3,320 square 
feet of space, and there are 47 em- 
ployees. The number of employees 
is expected to be increased to 55, 
but this addition will not produce 
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THE CHART You CAN CHANGE 


Without Costly Re-Drafting! 


Die-Cut Plastic letters are used for Com oe 
pany name headings Each letter has 
flanges which fit securely into the grooves 
. of the background, which is available ir 
Maroon, Dark Green, Black or White 


Transparent Plastic windows (avail 
able in many sizes) hold typewritten 
Movable 


Plastic strips form the rules. Any 


or hand-lettered 


ecard may be change r entire se« 


tions re-arranged quickly and easily 


“The 
EVERLASTING 
Tuterchangeable 

ORGANIZATION 
CHART 


Sizes to Fit Any Organization Structure 

Sharp Prints Are Made Directly from the Chart 

A Typewriter and Ordinary Paper Are All You Need 
Relieves Busy Draftsmen of This Costly Work 
Invaluable as a Visual Training Aid 


A PARTIAL LIST OF 
PROMINENT USERS 
United States Army 
United States Navy 
international Harvester Co. 
General Motors Corporation 
New York Life insurance Co. 
Standard Oil Company tion structures and list of other pron 
(Indiana) Write Dept. 11-A today! Or phone MIchigar 


MANAGEMENT CONTROL CHARTS CO. {\'.%,"u" 


Send for 4-page folder illustrating typical organiza 
inent users 


2-6334 





C): How Can You Lower Paper 
Handling 

Costs 

in Your 


Office 
? 


A: Use Evane fathering Racks 


GUARANTEED 


to produce quicker and 


Assemble interoffice communications sort popers, or 
collate bulletin pages twice as fost and at half the 


cost! 
more accurate results 


than any other collat 


One unskilled worker easily collotes 3,500 sheets an 


ng aid on the market 


hour, sitting or standing, working steadily without 


fatigue 


Pictured: 
Two 6-section DU Rocks 
at $14.00 ea 
Modeis, $11.00 to 
$25.00 


Racks are all aluminum, eoch section holding 500 sheet 
a ‘ 


at inclined angie. Use racks singly, or two or more 7 other 
together for large gotherings. Rocks collopse for 


setting aside 


See Your Dealer or Write: Evans Specialty Co., bac., 405 N. Munford St, Richmond 20, Va. 

















DICTATING MACHINE 


(Fives Dispatch 
to 


Your Dietation 


Completed dictation never accu 
rotate on a Notee-Master Any 
thing vou chetate long or short, can 


he passed along forimmediate ty ping 


That because you dictate on re 


It costs nothing 


ahle maqnetticd 


to use anentire disc pust tor i single 


meme 
And any t 
cribe \ owe 


ypist can quickly tran 
There 


you erase 


Viaster dictation 
corrections street 


just by falking over them 


sv te heep your dietation 
Voice Nhaster 


Write for all the facets today 


up to date with a 


MAGNETIC pisc DICT ATION 


Address 


City 


MAGNETIC RECORDING INDUSTRIES 
30 BROAD STREET, NEW YORK 4, N. Y. 


reduction in the space 
Techniplan is 
two 


will be torn down 


e after 
lepartment has 


auxiliary tops will be 
desks instead of the 
es. Payroll employees 
binders, 
with than 


and 


most office 


more papers 
work 
nd so the 
pful 
payroll department, of 
ideally suited to an ar 
rangement allowing some degree of 
Many of the girls in the 


department t 


workers, a 
will be hel 
The 


course, 1s 


extra space 


privacy 
machines, and 
office the combined 
havoc with em- 
ployee efficiency and morale. Divid 
ing off the into smaller 
units is expected to affect efficiency 
accuracy, and morale 
When United 

Techniplan in its 


work a 
in a general 


noises can raise 


sections 


switched to 
payroll depart 


has 


there 
positions 


ment will be 124 working 
using modular furniture 
Officials at United have had much 
say about their 
rangement. It is 


office ar- 

that 18 
per cent more department area is 
provided with Techniplan, with a 
general increase in efficiency. A fea- 
ture that is often pointed out is the 


new 
believed 


workable area of the unit, enabling 
an employee to utilize all available 
work The comparison is 
made to a standard desk, where the 
out of reach 
and so of relatively little use to the 
worket! 

As explained by Keck 
United's Director of Industrial En- 
gineering, “We find that we have 
better and more office work places 
with approximately 25 per cent 
more desk-top area, more privacy, 
and more storage space for workers 
with our new modular furniture.” 


Space 


two outer corners are 


George 





Selling Your Ideas 
To the Board of Directors 


that extent he gamble, he 


wants to hold the gamble down as 


must 


Testing is 
way that can be done 

The board of directors may ap- 
prove an idea in principle, then put 
the final decision up to manage- 
ment. Making it test the 
plan before any large commitment 
is required is one way to get man 
agement on your side. Any plan for 
testing should also include a meth- 
od of checking the results 

That makes for a good ending 


much as possible one 


easy to 


8 Put It in Writing. 
In presenting the plan to the 
written out and 
x? This is 
a question which keeps popping up 


board, should it be 


distributed at the meeting 
in planning the strategy for selling 
committee or group 
It all depends. It de- 
pends upon the type of men wh 
sold,” the time you will 
be allowed, and the nature of the 

a itself 

Some directors like to follow a 
brief. It helps them to “get” points 
which the speaker may not have 
Others prefer just 


an idea to any 


of executive 


must he 


made t 


to listen so that they can concen- 
trate upon what the speaker is say 
ing. And there are always a few 
who will sit and play with papers 
instead of paying attention to the 
presentation. Perhaps the best 
strategy is to have a written pro- 
posal to leave with each member of 
the board, and pass copies out after 
you have finished the presentation 
and before the discussion on the 
question. Usually, however, the 
practice of the committee or the 
board determines this point for you 

One thing more: If you use a flip 
chart or an scratch pad in 
presenting your idea, be careful not 
to turn your back on your audience 
while using the chart or easel. It 
is not only bad manners, it also 
slows down your talk. The back of 
your neck is not very inspiring 
after all. If you have a lot of writ- 
ing to do on a blackboard or chart, 
it might be well to use a Visualcast 
or some other appliance. This will 
enable you to project the points you 
wish to underscore upon a screen 
while you will continue to face your 
audience and talk to them rather 
than away from them 


easel 
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Lighting 


Complaints In 4 cases out of 5 
your photocopy machine will cut 


manual transcription costs 


commonly supposed, often only a 
few foot-candles. Having the fixture 
at a height above the work plane 
gives the room a feeling of openriess 
and spaciousness scribed manually in your office. And—in 4 cases 


Your photocopy machine is designed to copy any 
document or record which is now being tran 


In general, lighting units and out of 5—it will do the job for a fraction of the 
be raised as high cost... and always with 100% accuracy. 


as possible, taking into account 

I Double-check your 
two factors: Mounting units di 
rectly on the ceiling eliminates 
the light which would ordinarily be ’ costs: You can greatly 


systems should 
routines now—compare 


diffused across the ceiling, making . reduce costly manual 
a luminous background for the fix- transcription . . . copy 
tures; and units mounted at heights . 
above 12 feet are difficult to reach 
from A-type ladders, the kind usu- 
ally kept for maintenance purposes 
The shape of most fluorescent . your photocopy ma 
units is rectangular to accommo . : chine to work on a “full 
late the rectangular lamps. This ‘ time” basis. 

shape adapts itself to continuous 


checking . . . and mis 
takes —all at once 
simply by putting 


aa 
row system of fixtures which avoid 


the clutter of many dividual units For the best photocopies, use 
and lower the cost of installation by 
Kodagraph Contact Paper 


reducing the number of service 
runs and outlets This new paper is made by 

There is often a marked differ- Kodak for use in all types of 
ence in the comfort of looking 
“with” the rows of units and look- 


ing “across” them. Units with glass 
to look dense photographic blacks, 


contact photocopiers It re- 


produces all documents in 


or plastic sides are easiest 
at when seen lengthwise. In very clean whites . . . with new spar- 
long rooms, the bowling-alley ef kle and legibility. And it’s eas- 
fect of the lengthwise rows can be jer. more economical to usé 

minimized by an occasional gay 
There is often less difference in 
comfort with the use of metal- 
sided units, and crosswise viewing eee 


is recommended to avoid this ap- 

pearance problem. With units that <@d alae 
employ parabolic aluminum reflec- @Ge] 4 | iu 
tors, the view should be across the - 


rows to obtain the extremely low- 
brightness effect peculiar to these 


no more split second timit 
trial-and-error testir 


and see tor vour 


designs 

Rens i ten Cher pee | seenpes EASTMAN KODAK COMPANY 
ciples will help avoid additional for ez Industrial Photographic Division 
errors in the application of lighting free booklet s Rochester 4, N. Y. 
equipment ‘ 

These considerations or refer- sentleme e send fod D iD 
ence to glare-factor data should de- 
termine the selection and place- 
ment of new lighting systems, and 
should guide the location of per- 
sonnel in areas already lighted 
This will enable management to ob reet , |, 
tain maximum value from its light- t ‘hodalk Aq 
ing investment and greater return 
from its payroll expense. Planned 
lighting builds morale 
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High pay is no cure-all for industrial ills — often the very industries racked by bitter 
disputes pay the highest wages, said T. W. Douglas, educational director, Milk Industry 
Foundation, at its annual meeting. He offered these suggestions: Give each man a sense 
of his own importance and the importance of his job; recognize individual differences 
and accomplishments; and remember, the highest function of management is to build men 





Solar Employees Get Policy from Top Executives 


Little or big, all companies have 
one problem in common: How to keep 
the line of communication between 
top management and worker open 
Many a small company misses the 
boat because top management thinks 
the line is wide open. Big companies 
know better and therefore may con 
centrate more on efforts to maintain 
1 well-used line of communication 

One of Solar Aircraft Company's 
long-established methods of maintain 
ing this line of communication and 
good human relations within the or- 
ganization is to see that employees 
get company policy direct from the 
top man in person 

At Solar's plants in San Diego 
Calif., and Des Moines, lowa, Edmund 


Edmund T. Price, Solar Aircraft Company president and general manager, tells 
2,800 San Diego plant employees the results of the fiscal year recently ended 


os 


r. Price, Solar president and general 
manager, invites the company’s more 
than 5,000 employees to hear about 
company operations, significant fig- 
ures on sales, earnings, backlogs, 
and the future outlook 

Meetings at which employees hear 
about the company policies and ac- 
tivities last about an hour. They are 
held on company time at a period in 
the afternoon when both day and 
night shifts can attend. Besides giv- 
ing facts and figures, the president 
also takes the opportunity to present 
citations to employees for outstanding 
service to not only the company, but 
also to the community. Sessions are 
held about twice a year at both the 
San Diego and the Des Moines plants 


Bell & Howell Starts 
Career Guidance Plan 


At a one-day “career carnival,” 
teen-age children of employees of the 
Bell & Howell Co., Chicago, heard dis- 
cussions of vocations ranging from 
merchandising to the ministry. Ac- 
cording to Bell & Howell officials, 
this program is the first career- 
guidance program of its kind to be 
sponsored by an industrial organiza- 
tion in the United States 

The discussions were led by com- 
pany executives in their own fields 
of specialization; other counselors 
spoke on teaching and careers for 
women. The counseling did not at- 
tempt to persuade the youngsters 
attending to follow in their parents’ 
footsteps 

So well received was this “career 
carnival” that it is to be made a bi- 
annual event for the children of Bell 
& Howell employees 


Safety Council's Book 
Tells Accident Rate 


According to “Accident Facts,” the 
National Safety Council's statistical 
annual just off the press, you could 
work 5 days a week for the next 
million years and not make up the 
time lost as a result of 1951’s work 
accidents! In dollars, the total cost 
of occupational injuries in 1951 
reached the staggering total of $2.65 
million 

The Council's book of 96 pages de- 
votes 21 pages exclusively to occupa- 
tional accidents providing the factual] 
background necessary to give an in- 
dustrial safety program direction 
Commonest sources of injury, part 
of body most frequently injured, off- 
the-job problems, women in industry, 
and many other aspects of safety are 
included 

“Accident Facts” may be secured 
from the National Safety Council 
Chicago. Copies are 75 cents each; 
special prices for quantities. 


AMERICAN BUSINESS 





Study Tells How to Cut 
Down on Absenteeism 


According to a study just com- 
pleted by the National Industrial 
Conference Board, the best way for 
industry to cut down on absenteeism 
is tO maintain a sound human-rela- 
tions program for its employees. Even 
with an efficient human-relations pro- 
gram functioning, however, other 
causes for absenteeism such as long 
overtime hours, bona fide sickness, 
housing, and transportation difficul- 
ties, will keep employees away from 
work 

The Board's study of 72 companies’ 
control methods indicates that rec- 
ords are essential if any program is 
to be effective. The study further 
pointed out that the supervisor's 
influence is “paramount” because he 
is the “big wheel” to the worker 
the person who can influence him 
toward better work and attendance 
habits 

Among the basic approaches to cut- 
ting absenteeism, according to the 
report, were improvement in job 
selection, induction, and training 
“The worker who is happily placed 
and well adjusted will not often be 
willfully absent.” > 

Preventive medicine—good medical 
facilities—-can also be effective in cut- 
ting down absenteeism due to actual 
illness 

Rewarding employees for no-ab- 
sence records has limited value, it is 
reported. It will not change the chron- 
ic absentees, and it may cause em- 
ployees to work when they may ag- 
gravate their own illnesses or infect 
fellow employees 

The study is Number 126 of the 
series, “Studies in Personnel Policy.” 


Thor House Organ Has 
100,000 Readers 


What started out as just a little 
internal house organ back in 1942 
has, this fall, reached the unprece- 
dented circulation of 100,000 copies 
per issue. This is the Thor Score- 
board, house organ of the Independ- 
ent Pneumatic Tool Company, Au- 
rora, Ill 

During the war, the paper helped 
Thor reach its vastly enlarged em- 
ployee family, and spearheaded bond 
drives, metal salvage campaigns, and 
blood drives. It also proved effective 
in attracting and holding employees 
in a shifting labor market 

In 1945, when distributors showed 
a lively interest in the paper, the 
Thor Scoreboard expanded its cover- 
age nation-wide by becoming a 
combination sheet—internal-external 
publication. Now, just 7 years later, 
with a circulation of 100,000, it has 
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the largest readership of any house 
organ in the industrial-combination 
classification 

Editorial policy from the beginning 
has been closely followed—no politics 
no axe to grind, no gossip. “The 
Scoreboard will be strictly a news- 
paper and nothing else Today's 
paper includes news and photos of 
people, activities, applications, and 
reports on trade shows and conven- 
tions. Advertisements and. direct 
sales pitches are taboo 

The company finds the newspaper a 
very effective promotion and because 
of its widespread penetration into all 
portable electric tool markets, this 
phenomenal growth is especially in 
teresting. Editor of this outstanding 
job is Robert P. Budler 


Railroad Supervisors 
Finish New Course 


“Dealing with People” is the theme 
of the 15-week course of study just 
completed by more than 4,200 super 
visory employees meeting in 200 
classes sponsored by the Pennsylvania 
Railroad in its new system-wide train 
ing program for men who direct the 
work of others 

These informal classes 
by faculty members of 12 Eastern 
and Midwestern colleges and universi 
ties, are but part of the road's pro- 
gram of expanded personne! activities 
to improve the channels of communi- 
cation and relations with employees 
Class sessions last from 1% to 2% 
hours, scheduled mostly when mer 
are off duty 

“The idea of the program,” ac- 
cording to J. W. Oram, chief of per- 
sonnel, “is to educate our men in 
human relations and to help them 
deal effectively with the problems 
and responsibilities they face on the 
job. Also, we emphasize the impor- 
tance of the supervisor as a represen 
tative of management and interpre- 
ter of its problems and policies.’ 

Mr. Oram added that results o 
these classes have been uniformly 
good. “Practically every man attend 
ing the classes has reported they 
are of definite help, and further evi 
dence of success is found in on-the 
job improvement.” More than 90 per 
cent of those eligible take the courss 


conducted 


f 


Union Oil Employees 
Learn Wage Gains 


The Union Oil Company of Cali- 
fornia believes that Union Oil people 
should have a clear understanding of 
current wage problems, so the com 
pany’s Department of Wage and 
Salary Administration prepared sev- 
eral tabulations for an article, “Where 
We Stand,” appearing in a recent 
issue of the employee magazine, On 
Tour. Tabulations show employees 
clearly the gains that have been 
made by Union Oil wage earners 
since 1941—both in take-home pay 
and in benefits 

Among the tabulations presented 
are the following which are espe- 
cially interesting 

Average “Fringe’’ Wages Paid 
To NonExempt Employees 
March 1, 1951 to Feb. 29, 1952 
per employee 
per day 

Shift differentials $ .160 
*Premium overtime during 

routine operations 310 
*Premium overtime for 

emergency duties 045 
Holiday pay 337 
Jury duty 021 
Sick pay 373 
Vacation pay 715 
Rest period pay 688 
Miscellaneous allowances 242 
Total per employee per day $2.89 
*Represents premium time only 
no straight-time included 


Total Value of Wages and 
Benefits Paid to Average 
Non-Exempt Employee in 
December, 1951 
$15.82 per day in straight-time wages 
2.89 per day in “fringe” benefits 
2.50 per day in “hidden” benefits 
or 


$21.21 per day n total paid-out 


wages and benefits 


The copy which accompanies these 
tabulations gives facts and figures in 
considerable detail 

Another tabulation which makes a 
striking presentation of facts for the 
worker appears as a double-page 
spread, a blue tint block adding em 
phasis to the figures. This tabulation 
is headed Monthly Payroll Deduc 
tions of Average NonExempt Union 
Oil Company Employes 


Steelworkers to Gain by Strike—in 15 Years! 


ip with the wages they didn't 
take home during the 55-day walkout 
The companies had offered an av- 


Putting all the figures together 
what the steel companies offered 
what the workers got, and how jong 
they were off the job— it looks lik: 
the CIO steelworkers may yet gain 
by their recent strike, if they stay on 
the job long enough. “Long enoug! 
adds up to 15 years, 4 months, and 
days. That is the length of time 
will take for the pay increas¢ 


catcn 


erage pay raise of 12% cents, making 
the average rate $1.95 an hour. Al- 
most 2 months later, when work was 
resumed, a company offer of 16 cents 
was accepted. So—the workers went 
without paychecks for 55 days in 
order to get a 3% cent-an-hour raise 
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Aldens Uses Tab Card for Taking Annual Survey 











































































| I , rolls. Variations in frir benefits 
Hach n 1939, Aldens rm con he use of the card this year h 
ae ‘ stevie’ o- per company are interesting. A ware- 
te r ployee morale sur served to give U company anted ' 
1 its first employes ra i erve z € npany wanted house and cotton mill lists benefits 
‘ his rvey was page torm information quicker, more ‘ irately me 
‘ 4 pa 4 ) j T accurately ot only » per cent of the payroll 
ome i yuestions, eact wi amd at a considerab cheaper cost A ‘ , : 
‘ - while a petroleum concern nada a 
wi from , to 5S possibl answers With over 3.504 employees to cover ' 
P fringe of more than or 0 per 
\nnually since that time \idens has iny method which w id speed up op 
. cent of its payroll the nation’s 
ma morale sur S ar thess ations at ss cost is, of course, high . 
business and industry as a whole, the 
{ ed the alue correctil to be desired. In additior another . 
’ a a ° 1 tringe cost 1s out S25 hillion a year 
ta ind ma ain Sired res S Sé ! quicker ac ° 
: : Both the GE bulletin and th 
ux ern e morale tt ighout the tion iS guaranteed. As « ryone now " 1 
Chamber of Commerce study should 
ua athe Knows, a moral irvey isnt worth t 4 ¢ 
required reading tor managemen 
Wi " ‘ ) 1 | t the paper it s printed on inless it req 
' . ’ ‘ and union representatives about te 
| ore pani is secures dé clears ip empilovee 
: . sit down at a bargaining table 
1 t S pares i i msund sta ir tra hte ~ out 
‘ take time Ale believes ripes or grievances 
that } rr 4 i Jack Stac j 
tad 1 good job ot trial relat it 
hat _und Employees Learn Lesson 
eT ' », the problem wa too long to get action . 
t t the time Pp ta hefor i the result \ ff k Ww Id 
| tile doth Seaee Ob ge ind studied, and by that time em- from Monkey Wor 
efined ar ver ‘ juestior how ft ployees who had expressed their prob ; = =e : 
‘ ’ " 1 ine November ed ) ihe 
t i t ne ems or gripes in the survey felt let : ‘ 
a ‘ Quaker, employee magazine of the 
bare ¢ ha uml, at tl re me lown-nothing had been done to . os 
(Juaker VUats Compa Was a specia 
t cost hange the status quo. Only when . : . . 
photo-story edition which told with 
} ve ‘ t } the survey was all tied up and de 
t \ animal pictures Just What each en 
’ jie “ ‘ 1, could management g into I : a : 
plo co 1 do ) et out e vote 
1 be answered by a simy ‘ the misunderstandings or problems og, a 
;' cei agp Theme of the issue t Mor 
e the form used Is a By this time other problems would : : : it 
a} it ard t save the time ‘ ha arise? conditions « red. and Key Around on VO : Ve 
5 ? +) Ye ; Cyne 
} tl r method of th whole picture wo 1 e gotter May Be he De r 
The ote” edit the magazine 
tat th rmation. Its sin out of focus. Tod with the new 
‘ ' ' peed p tu hod, tl result are ready in a vas but one pa J abo 
factua formatio fy und char s can be made almost 
ver! ht. This alone is conduc te 
better emp! vee morals 
So far as is known. this is the first 
time anyone has used the tat atir 
ov 7 a ed . 
T card method to make an ile s 
, ’ ] 
i 
' ' 
~; Extra Each Year 
ves ¢ ; A recent bulletin released by Gen 
ve eral Electric's employee and plant 
community relations department lists 
' . some 21 “extra dividends” which the 
. GE job pays above weekly earn Ss 
i. Last year— even without the new fea 
_, tures subject to WSB approval and 
Se unions acceptance these dl 
I cost GE about $150 millior 
an ave! in ho 
" ove;r vee 
Inclu 21 “extra dividends Cover photo from Quaker Oats em 
ire: Guaranteed retirement income ployee magazine showing a voter 
of $125 a month—-and up; $25- to $4( 
' ' i-week sickness id accident pay 
" life insurance (about 1's times an- 
nual pay $2,000 accidental death management non-partisan) 2-week 
7 . benefit; hospital and surgical insur campaign to employees and their 
w YOu wave & ~« ance; $21 million for paid holidays neighbors. The campaign kickoff on 
SRAM, HaaRS $28 million worth of vacation pay October 21 set up a goal of pledging 
“ ilps - . disability pensions; unemployment in- every 1 tered Q r employee to 
woe oF Cano " surance; and over $500,000 paid out vote and to get him to persuade his 
for suggestions and awards neighbors and friends to do the same 
; At about the same time this bul- The “monks” who point up the 
letin was issued, the Chamber of suggestions in this pk é issue 
Commerce of the United States re ire the stars of “Zoo the 





Aldens’ tabulating cards save time leased its third study of fringe bene- television show which comes from 


rs Chicago's Lincoln P 0 





get quick results in morale survey fits. It finds that for 736 empk 
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‘Employers across the nation are actually competing with one another to secure good sec- 
retaries,"’ according to Ben Itkin, Chairman of National Office Furniture Week. ‘Today the 
office is the key productive unit of any business. It is therefore neither generosity nor altru- 


ism on the part of management to provide efficient, comfortable quarters,’ he concluded 





Machine for Dictating 
And Transcribing 


COMPACT dictating and transcrib 
ng machine weighing 11 pounds, may 
be carried like a book under the arm 
vr in a brief case. The VP Edisor 
Voicewriter has been thinned down 
to less than 2% inches, and uses 
Vinylite “diamond discs” holding up 
to 30 minutes dictation which the 
nstrument plays back for the st« 
nographer. These diamond discs maj 
also be used on the Edison TeleVoice 
phone dictation system. The micro 
phone also serves as a speaker for 
playing back recorded material. Op 
erating on 25 watts, machine has two 
lights which indicate when it is on 
and when it is ready for dictation, 
plus a signal when end is near. Thomas 
\. Edison, Inc., Orange, N 


New Postal Scale Is 
Sturdy and Accurate 


ACCURATE spring postal scale is dt 
signed to show at a glance correct 
weight and mailing costs. With an 
easy-to-read table showing parcel 
post rates tabulated by 
slender red pointer which increases 
visibility in weighing, the scale has 
a wide post which supports the plat- 
orm without side-to-side sway. The 
Z-5" scale is 5% inches high by 4 


zones, a 


November 1952 


inches deep by 4'2 ch Wic u 
has full 5-pound capacity wit 
ounce graduations Pelouze Mar 
facturing Co 1218 Chicago A 
Evanston, Ill 


Composing Machine 
For Headlines 


PHOTO-composing machine simplifies 
headline composition to a mere dial 
ing operation. The type fonts are 
plastic disks with the font of char- 
acters arranged in a compass circle 
n the form of a negative. The disks 
irop into position on a spindle like 


1 photograph record. Type fonts cover 
practically all popular styles from 
18 to 72 point. Ralph C. Coxhead 
p., 720 Frelinghuysen Ave New 
5. N. J 


Shredding Machine 

ls Compact, Portable 

THIS machine will reduce 

stamp size papers to fine, dustless 
reds. Small papers difficult to de 


y by other methods, are processed 


px mtawe 


smoothly and quietly by this machine 
larger than a standard type 


the device 


Slighty 
is portable and has 
ng parts enclosed. The Shred 
209 Willoughly 


rooklyn 5, N. ¥ 


Corpor atior 




















Fireproof Safe Is 
Snoop-proof 
NEW. safe 


equipped wit! 
affords 


ooping as well as fire 


counter 
from 
With num 


protection 


ber On eu instead of front, dia 
may be lined up without bendir or 
tooping, so your body sereens— the 


dial A stainless-steel shield makes it 
mpossible to get a side view of the 
Mosler Safe 


combinatior imbers 


Company. Hamilton, Ov} 





Addresser Uses Group 
Sort Card Masters 
EW address ind 


nacl s tabulat , 
ind grouy t card ter rec 
rds, make iwvailat 1 t i] office 


space that would otherwise be occ 
pied by bulky stencil files and specia 
stencil cutting equipment. Master lists 
may be pre-sorted by mechanical son 


rs, eliminating time-consuming tat 
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mung ot stenc s Scriptomatic operates 
Masters 


an be prepared on any typewriter, a 


by chemical transter printing 


counting machine cash register, or 


Machine will im- 
print material ranging in size from 


27% inches by 4% inches te 15 inches 


with ballpoint pen 


by 17 inches. A compensating table or 


the automatic teeder allows tor vary 


ng thickness of material 
mprinted materials are 


Masters and 
delivered i 





separate stackers n original orde! 
Scriptomatic, In« +1 lith St 
Philadelphia Pa 





AMERICAN DUSINESS 


Machine Combines 
Calculator—Typewriter 


THROUGH the medium of ar 


nechanica scann , mecnanisn 
s now possible to eliminate hand 

! , of the output of a mecnanica 
esk calculator. The new Com type 





) 
ovides for automatic recording t 
IBM typewrite of the result 
computations on a Friden calcu 
tor. Operating functions of both ma 
hines are unchanged, and both may 
with or without the 


tsert either 


omputyper system. Selector switches 
the calculator allows the operat 
choose the portior f the outp 


which is to be printed, insert decima 
points Where required, and arrang: 
the data. Figures are automaticall 
justified to the right-hand digit « 
ach columr Benson-Lehner Cory 
340 Sawtelle Blvd... Los Angeles 64 


lif 


Table-Model Collator for 
Smaller Companies 
ATEST addition to the 


of floor and 


Thomas | 





table-model collators 
jesigned to answer the needs of the 
small company. Available in 5- or § 
bin types, the collator is 15'2 inches 
square and can be easily carried fron 
Accommodating pape 
sizes from 3'y inches by 8 inches t 
8', inches by 14 inches, it gathers 
papers into sets of 2 to 8 pages in on 
single operation. The feed mechanisn 
is the Ejectomatic Feed, standard or 
ill models. Thomas Mechanical Co 
ator Corporation, Dept. M, 30 Churc} 
st New York 7. N Y 


place to place 





Paper Safe Guards 
Sensitized Paper 
DESIGNED to be use 


\uto-Stat, the Ejecto paper safe pre 


' 
ects sensitized paper from expos 
to light. Holding up to 100 sheets ¢ 
paper 8 inches by 10 inches, the sate 
eeds out one sheet at a time. The 


open shelf on the bottom holds up ' 
100 sheets of non-sensitized pape 


making a 


ompact dispenser [or 
necessary paper. Paper safe comes 

a crackle finish to harmonize wit! 
modern office interior. American Pho 
tocopy Equipment Company, 2849 N 
Chicago 14, Il 


lark St 


AMERICAN BUSINESS 








Recorder Operates on 
Magnetic Principle 


WITH dises which ar ‘ sable moi 
than 10,000 times, this dictating ma 
chine is tree of surtace or back 
ground noise, is erasable, and has me 
turntable to get out of operation. Spot 
corrections can be made by dictating 
over mistakes Its fixed recording 
head makes tor trouble-tree opera 
tion. The Rex Recorder is available in 
three units: The dictating unit, com 
plete with microphone, the transcrib- 
ing unit, with choice of headset and 
foot-pedal; and the combination unit 
American Dictating Machine Co., Inc 
65 Madison Ave... New York. NLY 


Microfilm Checker 
Speeds Inspection 


\NY company having its own micre 

film department would find Atlantic's 
Film-chek useful. This device speeds 
inspection of microfilm for any tech 
ical difficulties or improper photo 
zraphy. In two models with or with 
out the splicer- machine has a high 
power hand lens for individual inspec 

tion, a cool fluorescent scanning light 
with translucent lucite screen, and 
1 chrome plated rewind with adjust 
able brake for desired film tensio 
One-piece aluminum housing has gre) 
wrinkle finish. Atlantic Microfiln 
Corp., 41 Union Square W.. New Yor! 
aN. FY 
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Steel Storage Files 
Save Space 
THESE record 


ormit 


Mobile File Unit 
For Efficiency 
RARE is th 


i file caddy 


«-) Suspend 


manent metal tabs, whi 


holds 


reely as caddy glides o 


Revolving Book Stand 
For Big Catalogs 


WITH the Dared 


rder books 


model also has a lid which locks s« 
curely in place. Made of heavy gaugs 
steel with Hammerloid grey finish, f 

comes in either letter or legal size 
Amberg File & Index Company. Kar 


kakee. Ill 


Copy Holder Retains 

Line-Space Setting 

EACH line of copy is clea sit 

iown to the last half-inch of the pa catalogs can remail 

per with Select-A-Line’s New Mode oO i nd he stan 
No. 8. It adjusts to any line spacing changes the book for easy cross 
ranging from fine newspaper print t erence The stand places books 


six standard typewriter lines. Of alu proper level a eliminates having | 
minum and steel constructior ‘ t i them up. The Dareda Compan 


s finished in grey crack¢ r 443 arwich e, Chicago 41, 1 
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| Patr 


‘Wy back ir 


ck Henry would 


platform of 





reed 


ut letterhead tor 


Chip this ad to y 
FREE BOOKLET Monel of 
Record Storage Practice Tells how 
long to keep specific records Shows 
bes! methods of record storage 





BANKERS BOX COMPANY 


Record Retention—Ovur Business Since 1918 


720 5. Dearborn Street . Chicegeo 5, tll 





FOLDING 
MADE EASY 


~~ 
SY 








— 


Now get easy, fast folding of 
anything you mail. Eliminate 


Letters 
slow, costly hand folding with - 
the new A. B, Dick Folding 
Machine. Statements 
Learn in 5 minutes how to 
make all standard folds. Just Direct Mad 


use the Quick-Set Fold Chart. 
No measuring! No computing! 
Send coupon for details, 


EXCLUSIVE Quick-Set Fold 
Chert. No guesswork! 


A. 6. DICK COMPANY 
Dept. AB.1152-F 
5700 W. Touvhy Ave 
Chicago 31, ti 


I'dlike more informationon saving with 
the new A. B. Dick Folding Machine. 
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The following literature is of specia 
nterest to executives active in busi 
ness management. It is current, and 
requests for this literature received 
several months after date of this 
ssue may find supplies of various 
booklets are completely exhausted 
Requests for these booklets may be 


sen! direct to the companies listed 





HOW TO SELECT AN ACOUSTI- 
CAL MATERIAL. In this 14-page 
booklet, Armstrong Cork Co. tells you 


What to Look for When You Buy 

Right Material,” and 
three types: Cush 
and Arrestone 
three methods ot 
nailing and 
Armstrong 


Choosing the 
a choice ot 

rravertone 
\lso covered are the 
installation; Cementing, 
suspension 


offers 


iontone 


mechanical 


Cork Co, Lancaster, Pa 


COPYFLEX MODEL 14. This beauti 
fully designed four-color booklet tells 
the story of the Model 14 Copyflex and 
how it can lighten the paperwork bur- 
den in your office. The four necessary 
steps for operation of the Copyflex are 
illustrated, while the back page gives 
the machine description. Just request 
Booklet A-2042. Charles Bruning Com- 
pany, Ine reterboro, N. J 


WORK MUSIC BY MUZAK. An in- 
teresting collection of charts and 
graphs show how the use of Muzak 


can reduce the energy slump between 


10:00 and 11°30 am. Typical program 
schedules are given with footnotes 
explaining choice of music for cer 


tain periods of the day. Also included 
summary of the findings of a 
continuing 3-year study of Muzak’s 


flectiveness among office personnel 


is a 


Muzak Corp., 151 W. 46th St., New 
York 19, N. ¥ 
COLD CATHODE LIGHTING. One 


of five new booklets illustrating all 


phases of cold cathode lighting de- 
signed to augment technical infor- 
mation already in use in the lighting 
industry. The other booklets avail- 
ible are “Cold Cathode School Light- 
ing Cold Cathode Industrial Light- 
ing Cold Cathode Commercial 
Lighting,” and “Cold Cathode Custom 


Lighting.” Any or all of the booklets 
are offered free of charge by Chicago 
Electrode Laboratories, Public Infor- 
mation Dept N. Fourth St. St 
Charles, Tl 


my) 


OR VRE ELEN OR eS 


THE PROGRESSIVE WAY TO SUC 
CESSFUL MANAGEMENT. This 2 
page booklet describes the services o! 
fered to busy management by Patton 
and Prada Management Engineers 
It covers wage incentives, cost con 
trol, training programs, production 
‘ontrol, organization marketing and 
sales analysis, plant layout, and profit 
sharing. Patton and Prada, Manage 
ment Engineers Inc, 176 W Adams 
Chicago Tl 


PRESENTING THE NEW REMING 
TON RAND CARD-O-MATIC 
PUNCH. This green-and-white folder 
tells how card selection and punching 
of desired informaton on tabulating 
and detail cards can be done by re- 
mote control with push-button ease 
Large illustrations point up the copy 
and the back page shows the three 
housing units in which the Card-O- 
Matic is available. Remington Rand 
Inc. 315 Fourth Ave.. New York 10 
N Y 


CLARIN PUBLIC SEATING. This 
beautiful, four-color booklet on Clar 
in steel folding chairs describes in 
detail all the various types of folding 
chairs made by the company. The 
liberal use of pictures makes copy in- 
teresting and readable. How these 
chairs can be adapted for use in con 


ference rooms, auditoriums, cafe- 
terias, gymnasiums, cathedrals 
churches, and schoolrooms is told, 


with special emphasis on an unusual 
tablet arm chair that quickly folds to 
a thickness of 3 inches, for use in 
sales conferences, employee meetings, 
and conventions. Clarin Mfg. Co. 4640 
W. Harrison St., Chicago 44, TI 


THAT NEW FASHIONED PHONE 
DICTATION SYSTEM. This folder 
answers all your questions on the 
facts of dictating, as well as types of 
stations available for Edison’s new 
Televoice: Desk station, vertical sta- 
tion, selector station, Televoice-Pax 
station, conference station, and head- 
set station. The back page shows six 
installations of Televoice—as easy to 


ise as your telephone. Thomas A 
Edison, Inec., Ediphone Division, Or 
ange, New Jersey 

HOW TO OPERATE A_ LIFT 


rRUCK. A 24-year study of the cri- 
tical problems in materials handling 
is comprised in this 24-page manual 
The serious task of operating a lift 
truck is given the cartoon treatment 
with a dash of humor that will keep 


your operators zipping through its 
pages. This booklet is recommended 
reading for beginner, trainee or 
skilled operator. Hyster Company 
2902 N. E. Clackamus, Portland & 
Ore 
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14M SERVICES FOR BANKS. Cov 

ering every phase of accounting likely 
to be encountered in banking, this 
beautifully designed 32-page booklet 
tells how IBM equipment and serv- 
ices can help co-ordinate administra- 
tive functions. Accounting procedures 
are described briefly, and the booklet 
is livened with many illustrations of 
various forms and reports. Available 
on request from the Department of 
Information, International Business 
Machines Corp., 5%) Madison Ave 

New York 22, N Y 


OVER THE ROUGH SPOTS. This 
guide to building maintenance tells 
how you can patch holes or resurface 
any type floor It also tells how to 
solve water seepage in underground 
foundations, repair leaky roofs, pre- 
serve concrete or wood surtaces, pro- 
tect structural from rusting 
and gives many other time and labor- 
saving methods in solving building 
maintenance problems Stonhard 
Co., 600 Stonhard Bldg. 1306 Spring 
Garden St., Philadelphia 23, Pa 


steel 


WHAT CAN POSTERS REALLY DO 
FOR A SUGGESTION SYSTEM? It 
\our suggestion system has bogged 
own, you'll find some he!pful sugges- 
tions in the handy little booklet on 
posters. It tells how posters can (1) 
draw attention to the suggestion box, 
(2) add prestige to a suggestion sys- 
tem, (3) “plant seeds” tor construc- 
tive thinking, (4) deliver worth-while 
messages, (5) build team spirit. The 
last page contains a check list tor 
evaluating any group of suggestion 
posters ~ rnd Materials Co, 201 


N. Wells St., Chicago, Il 


SELECTED MOTION PICTURES 
lo help industrial plants and busi 
nesses plan noon hour movie pro- 
grams, Associated Films is offering 
a 64-page catalog describing more 
than 1,400 recreational, training, and 
informational subjects, including 125 
ree Giens lypical of the free films 
off is “How to Catch a Cold” by 
Kleenex American Portrait” by the 
institute of Life Insurance and 
Liberia-Atrica’s Only Republic bs 
Firestone Films 447 


Madison Ave.. New York, N. ¥ 


Association 


CHI BOARDMASTER VISUAI 
CONTROL SYSTEM Phis book 
fescribes the operation of the Board 
master imi contains materia with 
lustrations, indicating the applica 
fron of this systen oO | tvpes of 
ranizations. Th 
setting up sucl 
raphicall) Ine 
Boardmaster sheet er 
sample strips to help you plot 
own visual control Graphic 
Svstems, 55 West 42nd St Jew York 
18,.N Y 
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Most people buy Steel Age Desks because they're 
such a sound investment in greater office efhciency. But 
above that, you should consider the sheer pride of 
owning such a distinctively designed and painstakingly 
crafted piece of office furniture. If you haven't 
seen the Executive model yet, you owe it to yourself to 
visit your Steel Age Dealer very soon 


¥ 
mie. Cerp., Cor 


Corry-Jamestown 


; Oy 








“I hated filing too, before CORRES-FILE. ° 


yee 


now it’s laborless filing ~ and in half the time! 


For 60 long years the 4-drawer file ha 
a necessary evil since 1893 hling 
have been pulling, pushing, stretching 
ing, kneeling, squatting F r 
like gymnasts than othce 

der the personnel tur 

is the highest and comp 

the lowest. But, at last 


Othe node thor € formation, 


OU - ASK FOR A DEMONSTRATION TODAY! 


be eliminated 


THERE'S A CORRES-FILE NEAR ¥ 


EFFECTIVE TOOLS FOR 
ECTIVE MANAGEMENT 


WASSELL 
aues “come 
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in 
IH{I] RHIKS The Preferred Hotel in 
KEW YORK 


















| \ CITY 
Ld | ; 
| I VT! sIVIN k at Tr 
te, | \ DD ! t r imes Squere 
° en a ' at ervthing r Walking distance to 
f . is baie everything worthwhile 
' LA ‘ 1400 Rooms, each with 
. ’ nat privete bath, shower 
| t i f ot 
— va i ) Whe : ' $ 
t M t Drea : wrote From 





@PLASTIC BINDING | ihe lluc!™Sacansi 


RIGHT IN YOUR OWN OFFICE ee pater Paressactegs apenas 
this modern low-cost way m= TTT OLN 





“o . . . ss sts se ee) 











rt 
mart If i G rec 44th to 45th Sts. at 8th Av. 
‘ Hi] If, The Beneficiaries; and Part I 
peet PLASTIC BOUND } gal and Taxation Factors Anu 
PORTFOLIO- PRESENTATION resting chapter in the first part ex 
4 ed edition jay | uns how corporation ng rew 
{ amp o tarting with the tilroads contribu 
trated facts and | ng to YMC A's so that railroad em- 
chain eae — j jloyees would have clean, inexpensive 
story i ! ad | ices to sta wh it the other end 
mane ab ait tomes the t 
4 sizes. Heres | The beneficiaries listed in Part I 
nt a “ ms res | | le th isual community chests 
- tely FREE } 1} nd welfare agencies, plus educational 
| GENERAL BINDING CORPORATION | ind religious groups. The final part 
aoe Te | the book, of course, goes into the 
LL = Hi ix ramifications of corporation giv- 





telling how contributions can be 
ducted trom taxes and something 
ibout the varying state laws 





The author has been a staff mem- 













ber of Russell Sage Foundation since M Rods fit onto 
{ 28, a consultant on publications otf rails—the top 
the Twentieth Century Fund since Pendofiex of Pendaflex 


folders hang by frames 


2 mete! rods 


Sy 
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° first edition has already been adapted 
UniSpred ! ; many times) to use by business or- 
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what the modern railroads give to travel 
SPEED! With Pendaflex —the hanging 





The manual has 6 parts: Introduc- 








tion and description of guidance tests 
foid th slide . 
iministration and scoring of tests olgers at glide Ph S, you zip 
thr our i ster' : ri 
orms and profiles, validity of tests ; agn a Worn 16 easie 
liabilit i the standard error of Pendaflex fo an't sag and slouch 
eli ' : dard error o 
lability am he standart ror ¢ They hang on rails straight up and down 
neasurement, and the final chapter 
efficiency of the tests. There are Write today for Trial Drawer test to: 
SO Oe ee esnenaoonoe . 





Oxford Filing Supply Co., Inc. 


55 Clinton Rood, Garden City, New York 


h of the manual consists of tables 


\ first published 1 


is 
. | ! 
} u ! I 
‘ I} TY il i ‘ is _» l ! 
\, J 47, and according to the publisher | NAME I 
is W received by psychologists | ! 
by end re i « | I 
eHtoy Company, Oops © Ie | 
the | 








lucators The Psvchological BUSINESS ADDRESS 
tion, 522 Fifth Avenue, New 





AMERICAN BUSINESS 








WHERE T0 BUY IT Executives Wanted 











i SALARIED POSITIONS 
Business Forms $53.500 te 635.000 


We offer the origina ersor 








SAVE UP TO 40% —OF YOUR of Mahan ethen 
BUSINESS FORMS PRINTING COSTS = oa 


ihe © & G PLAN 


Investigate this 5 f ~ being used & 
Printing custe by leading tndustries (hroughout the count 


Write for full details today! 


Cullom & Ghertner Co.” 





Business Booklets 


Unbreakable spring jaws 





Large epenings 








‘HOW To WRITE BETTER LETTERS insertable labels ~ 


Pp M by L. BE. Praites 2 Sizes 
LEAS EN TION een ae Per Anew 





“AMERICAN BUSINESS timulus in this new pocket-size booklet | Nor 
, ‘ 


railey Sample py 
Samples (5 


THE DARTNELL CORPORATION 


Wuen Wairixe ro Apverrisens 
4660 Ravenswood Avenur, Chicago 40 
—— j CHAS. C. SMITH Co. Mfr.. Box 671, Exeter, Nebr 











Photo Credits 


Theon Betts Page 17 Hedrich-Blessing 


Page 18 Kaufmann & Fabry Photo 


Cover Design 
Page 14 United Air Lines Photo 
Page 15 Oscar & Associates, Inc Page 22 Graphic Photo 


Page 22 Williamson's Marine Photo 











Index to November Advertisers 


larrent Manufacturing Co 
Ay $ 


Addressugraph-Mualtigraph Corporation Felt & 
ivency The Griswold-Eshleman ( Avency 

General Binding Corp 
igency Robertson @ I 


American Photocopy Equipment to 5 
{vency—iIrving J. Rosenbloom \d ‘ General nina: “ye Company ‘ Maltiplexs Display Fixture Company 
igencw he Griswold-t ive Art R. Mogg 


Aluminum Seating (orperation 


American Tel. & Tel. Co 
ivency—N. W. Ayer & Son. Ir Clobe-Wernicke Co., The 
ency Kammann-Mal y MeCa 
Autegraphic Register ( « 
igency Thoma & Gil Hadies, Charles K., Company . txford Filing Supply Co. Ine 
1 The ‘ ett € ’ ‘ j as Aw 


enew 


National Cash Register Ce The 


sep 
Bankers Box Company 
{gency Christophe w“ ame d ‘ re Haleid to The F tiealid. Div. temeral Aniline & Pile 
Bianby, R. W., Ime > Agency Hutchir ertiaing ioe The t « Com Ir 
Bruning, Charles, Company. Ine Hamilton Manuf paration Keverding & Statistical Corporetion 
Agency—James Thomas Chirurg ¢ gency Caldwe Lark Kemington Rand Ine 
‘ eof Advertising Ager 


Burroughs Adding Machine Companys Heyer Corporation 
new at at Rite 


gency—Campbell-F.wald Compar 1 her V , 
\ FE. M. Freystadt Ass 


Columbia Ribbon A Carbon Wig. Co ‘ Imperial Desk Company ; 
Agexncy—E. M. Freystadt Associates. | Agency —Keller-C resce Rock well-Barnes _Compony 
H. Hartman Compar 


Cerry-Jamestown Menufer curing Corp Kreus Company 
ivercy -Walker & “ v leoven—<2 , mith bas o.. Mfr 


Callem & Ghertner Company 7 Beapeld Company. The 
loue uv N. A.W 


Dartnell Corporation, The 
Lincoln Hetel 


Dick, A. B., Company 
evew—Fuller & Sw 

Diebold, Ine Magnetic Recording Lnducts 

igency The Jay H. Ma ' tue “ ertram ( 


Management Control Chart. ¢ 


ay poo Kodak Company 
J A 


Walter Thor lve 


Filiett Addressing Machine (Cu 
H. B. Hump! 


eney 


Marchant Calcalators Ine 
Lue lordmus 4 uM 
Richards ereal Shredde 
Menroe Calculating Machine ( om 
Evans Specialty Cx los »—H. B. Huon sseell Organizat 
4gency—Virg ; ‘ 


November 1952 








AMERICAN BUSINESS 


LOO RUNG AMEND) eZ 





ITH the election behind us, we can now 

relax and get back to planning for 1953 
The question no longer is “Who will be our 
next President” but “What kind of economic 
weather may we expect next year!” Hlow shall 
we set our sails to make the most of that weath- 
er? Some businessmen, and most economists, 
foresee several years of smooth sailing. They 
put their confidence in the many “stabilizers 
which would check a business downturn. Others 
see storm clouds on the horizon: Shrinking 
business profits, overcautious consumer buy- 
ing, reduced Government spending, sagging 
foreign trade. They fear that 1953 will be a 
year to try men’s souls. As we see it, however, 
there is just one thing a businessman need 
worry about in 1953, and that is a competitor 
who has been smart enough to streamline his 
production and distribution methods. By so do- 
ing, he has placed himself in a position to outsell 
others in the industry who continue to struggle 
along with outdated methods. No amount of 
wishful thinking, ballyhoo, or good intentions 
will stop that competitor. You can be sure he is 
yoing to elbow those now in leadership posi- 
tions out of the way and move in. It may take 
a little time, but ever since the beginning of 
business, that is the way it has been. Those who 
found ways to serve their customers better went 
up the ladder. The smug, the self-satisfied, and 
the indolent went down. We may be sure that 
1953 will be no exception to this rule 


Tired Equipment 


The traditional method of providing funds 
to replace worn out equipment in the office on 
plant is becoming badly bogged down in the 
quicksand of inflated prices. There soon wont 
he enough left in depreciation reserve accounts 
to allow management to replace any equip 
ment. Yet one of management's prime re 
sponsibilities is to maintain the tangible equity 
of those who own shares in the business. This 
is a continuing obligation, to be considered be 
fore dividends or any similar distribution of 
profits. What is the answer’ Obviously, the 
answer hes in setting aside enough of today’s 
sles dollars for today’s replacement purchases 
Jones & Lamson Machine Company has devel 
oped a program todo just that. While account 
ants argue about depreciation rates, this ma 


chine toolmaker up. Vermont decided. i 


68 


1946, to bypass the depreciation theory and at 
the end of each year prepare a replacement 
program for the ensuing year: What equip- 
ment to sell or junk; what new equipment was 
needed to speed up the work and cut costs; and 
what methods to install that would reduce 
paperwork involved in administering the busi- 
ness. Then at the close of each 4-week period, 
the management puts aside 2 per cent of the 
net sales dollar in a special bank account to be 
used for the sole purpose of replacing capital 
equipment. This fund reflects the current value 
of the dollar, and thereby keeps pace with in- 
creasing prices. It is placed in the hands of the 
operating management to buy the machines 
called for in the program. Thus management 
is able to fulfill its trust and maintain the value 
of each stockholder’s equity in the business. 


Office Unions 


A high spot during the National Business 
Show Week in New York was an office manage- 
ent conference sponsored by the American 
Management Association. ‘Two points made at 
this conference are challenging: (1) The need 
for more scientific research to determine stand- 
ards for measuring office work and increasing 
worker incentive, and (2) more benefits for 
white-collar workers, since factory workers 
have won most of the benefits formerly enjoyed 
only by white-collar employees. Since factory 
workers won those benefits through unioniza- 
tion, the speaker foresaw an increasing trend 
toward the unionization of office workers. Isn't 
it about time that we are getting over this idea 
of office workers being privileged employees / 
Asa matter of fact, that is just what has hap- 
pened. If those who work at a trade or on the 
production line make more money by using 
their skill than some white-collar workers, the 
reason is that the millions of young men and 
women graduating each year from our high 
schools and colleges hesitate to lose their iden- 
tity ina union. They look forward to becoming 
personnel managers, office managers, sales 
managers, or what have you. So they seek office 
work, even though they could earn more tem- 
porarily at a trade. As long as there are so 
any more young people seeking white-collar 
jobs than there are those seeking manual work, 
we fail to become alarmed about any trend 
toward unions in offices.-.J.C.A 
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“ ffalionals return us 100% a year on our investment” 


— HANOVER FIRE INSURANCE COMPANY, NEW YORK. WN. Y. 


"Since installing three National ‘Class "accounting 
machines in our Home Office Accounting Department in 
1950, our personnel has handled a greatly increased 
volume of business more efficiently. In addition, 
1852-1952 these three machines bring us an estimated annual sav- 
ing of $15,000. Thus, our machines paid for themselves ina year. 


"We are so impressed with the speeding up of work, par- 
ticularly in our cashier and reinsurance departments, that we 
are now installing comparable Nationals in our Western Depart- 


ment at Chicago." 


@ The Hanover Fire Insurance Company this yéar celebrates its Lid 
4A tia 
tennant 


100th anniversary, with dividends paid each year since 1853. They 
attribute this record to public service plus sound business manage- 
ment. Their investment in Nationals is in accord with that policy. 


PRESIOENT 


HANOVER FIRE INSURANCE CO 


THE NATIONAL CASH BEGISTER COMPANY, DAYTON 9, OHIO 


Nationals soon pay for themselves out 
of what they save—then go on, year 
after year, returning a handsome profit 
No matter how specialized your job, 
Nationals meet all accounting needs, 
often do 2/3 of the work automatically 
Let a trained systems analyst show 
how much yeu can save with National's 
exclusive combination of features, 
Phone your nearest National office 
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ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 
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The Underwood Sundstrand 
Model “E” Accounting Machine 


This machine has a 


MECHANICAL BRAIN 


= ae 
The Origine! 
leech Morhed 


_..no wonder it turns out so much work 





in so little time! 





Here’s a mechanical marvel in saving time, 


money, effort. 


An office “genius” that can help solve the “girl-power” 


shortage. 


It’s the all-new... low-cost 
Underwood Sundstrand Model “E” Accounting 


Machine! 


all-purpose ... 


The Model “E” is amazingly flexible. With it, you 
can post a variety of records . .. and do all kinds of 


miscellaneous adding-figuring work 


A Mechanical Brain 


iutomatic operations 


the control plate that directs 
enables the Underwood 


Sundstrand to speed the work, minimize errors 


And don't forget the accurate, fast, touch-operated 
Sundstrand 10-key keyboard. So easy to operate! 


In short, the Underwood Sundstrand Model “E” 


is a marvel! 


But seeing’s believing! Get in touch with your 
Underwood Representative for a demonstration today. 


*Price starts at $1483 plus taxes 


Subject to change without notice 


——Underwood Corporation—— 


Accounting Machines 
Carbon Paper 


Adding Machines 
Typewriters Ribbons 
One Park Avenue, New York 16, N. Y 


Underwood Limited. Toronto 1, Canada 


Sales and Service Everywhere vescswoss) 











